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INTRODUCTION 
OVERVIEW 	OF THE EVALUATION OF NATIONAL AND COMMUNITY SERVICE PROGRAMS 
In 1990 Congress established the Commission on National and Community Service 
(CNCS) under the National and Community Service Act. The mandate of the Act is to test 
innovative and model programs to "renew the ethic of civic responsibility" through service to 
the community. In addition to establishing CNCS, the Act established four main grant 
programs: 
Serve-America, funded under Subtitle B.I, encourages the development of programs in 
schools and community organizations that enable school-age young people to learn through active 
participation in community service, a process known as "service learning." 
Higher Education Innovative Projects, funded under Subtitle B.2, provides 
opportunities for college students to participate in community service and encourages the 
integration of community service in the post-secondary curriculum. 
American Conservation and Youth Service Corps, funded under Subtitle C, provides 
full-time, part-time, and summer employment to youth through the creation of new corps and 
the expansion of existing service and conservation corps. 
• 	 National and Community Service Models, funded under Subtitle D, test full-time and 
part-time models for large-scale national service programs. 
The Commission, with the assistance of Abt Associates and the Center for Human 
Resources at Brandeis University, has designed an evaluation of the community service programs 
it funds. A key component of the evaluation is regular collection of descriptive information 
about the activities and the participants in CNCS-funded projects. This ongoing reporting will 
be accomplished through the Evaluation Information System (EIS), presented in this manual. 
Using this information the Commission will document the variety and magnitude of funded 
community service programs. The Commission will also be able to track the key characteristics 
of effective community service programs. 
• 
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Introduction, page 2 
OVERVIEW AND PuRPOSE OF TIlE EVALUATION INFORMATION SYSTEM (EIS) 
Since projects funded under the Act are expected to increase the level of community •
service in the nation, there must be a means for reporting numbers and characteristics of 
participants, project activities, and accomplishments. With the wide variety of projects currently 
funded, it is important to have a standard way to report information so that the national 
experience may be described. The Evaluation Information System, or EIS, is the standard tool 
for collecting information on what community service programs are accomplishing. With this 
information the Commission will be able to describe: 
• 	 How many community services projects are in operation, 
• 	 What type and amount of services are provided by those projects, 
• 	 How many people are providing community service, 
• 	 The characteristics of participants in community service programs, 
• 	 How programs are organized and funded, 
• 	 Who is benefiting from community service, and 
• The accomplishments of community service projects. 

The EIS is built around four main reporting forms: three for reporting on projects and 
 •
one for reporting on participants in projects. The four forms are: 
1. 	 Subgrantee1 Summary Infonnation Fonn. Used by a subgrantee or program 
grantee to describe the (sub)grant and list some features which are common to all 
projects it supports. 
2. 	 Project Description Fonn. Completed as each project begins, a Project Description 
form records the project's planned objectives, products, and potential project features 
and beneficiaries. 
A separate version of this form has been designed for Capacity-Building or Planning 
Grants that do not involve participants-grants for planning, staff development, 
curriculum development, or building community service partnerships. 
3. 	 Project Accomplishment Fonn. Completed at the end of each project, this form 
provides an opportunity to describe the project's accomplishments and indicate which 
of the original objectives were met. 
1. Key terms, such as "Subgrantee" are defined in later sections of the manual, as well as in the glossary. • 
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Introduction, page 3 
A separate version of the Project Accomplishments form will be used for Capacity­
Building and Planning grants. 
4. 	 Participation and Service Fonn. A summary report of the number of participants 
and non-participants, as well as the total hours of service provided and status at the 
end of participation. 
The wide variety of CNCS-funded programs has required two special features in the 
design of the EIS. First, there are four distinct EIS designs-one for each of the four Subtitles 
of the National and Community Service Act (B. I , B.2, C, and D), each with its own reporting 
forms. The style and content of the forms, while similar across subtitles, have been tailored to 
the unique characteristics of each. 
Second, a number of items on the reporting forms have pre-listed responses for common 
categories. This may make the forms appear longer than they might have been otherwise, but 
it provides an opportunity to describe the diverse programs and participants in a standard way 
and will minimize the need to record lengthy narrative responses. 
The Commission will work with the grantees on a regular basis to ensure that the EIS 
forms capture useful information and are reasonably easy to complete. This cooperative effort 
between grantees and the Commission began as forms were being designed. Steering groups 
composed of grantees reviewed the draft versions of the EIS forms. These grantees made many 
helpful recommendations which were incorporated in the improved forms described in this 
manual. 
As the EIS is implemented, additional improvements may be identified. If necessary, the 
Commission and its evaluators (Abt and Brandeis) will revise the forms and provide grantees 
with the revised forms. However, forms will be revised only annually, and are not expected to 
undergo significant change. This cross-year consistency will allow programs to design reporting 
systems that will not require significant modification. 
THE ORGANIZATIONAL PLAYERS 
Standard terms and definitions have been developed in order to clarify the instructions 
for the EIS. These terms identify the key components of the Community Service System for 
purposes of evaluation. Because the community service movement includes a wide variety of 
institutions, each using somewhat different terminology, it is important to establish definitions 
of these terms so the EIS data are consistent. The terms describe the organization and people­
CNCS, grantees and subgrantees, participants, non-participants-and what they do-programs, 
projects and activities. Exhibit 1 presents this organizational chart. Below are the EIS 
definitions for these key tenns. 
There are four Community Service organizational levels-the Commission on National 
and Community Service (CNCS), grantee, subgrantee, and project. A key rule to determining 
Evaluation Infonnation Systems Manual Commission on National and Community Service 
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organizational levels is to "follow the flow of money." When money moves from one 
organization to another, there is usually a shift to a different level of organization. 
The first organizational level, the Commission on National and Community Service 
(CNCS), has overall national responsibility for the programs. Based on a grant application 
process, the Commission allocates its program funds to grantees across the country each year. 
The grantees are the second level of organization. As patt of their responsibilities to the 
Commission, grantees must ensure that all required EIS repotts are complete, correct, and 
submitted on time. 
Some grantees operate their programs directly. However, many grantees distribute 
CNCS funds to subgrantees, the third level of organization. Examples of subgrantees include 
local educational agencies, community-based organizations, public schools, private service 
providers, and other state and local agencies. The grantee may fund a subgrantee that in tum 
funds its own subgrantees. For the purposes of the EIS, we use the term "subgrantee" to mean 
the last organization in the funding chain that still retains responsibility for funds and 
management. In practice, each grantee may have several subgrantees, each with responsibility 
for a different portion of the grant. 1/the grantee retains some funds to run programs itself, 
the reporling system treats the grantee as its own subgrantee for the funds it retains. 
For EIS reporting purposes, if funding is received from CNCS as well as from other 
sources, the entire program,1 all of its CNCS-funded projects and all of its participants are 
included in EIS reporting . 
Projects are the foutth level of organization in EIS reporting. Each grantee or 
subgrantee will run one or more projects. A project is defined by the National and Community 
Service Act as "an activity [or set of activities] that results in a specific identifiable service or 
product.... " 
In Serve-America, projects can take a number of forms. Generally, projects focus on 
a particular product, service, or set of related activities, and have a fixed beginning and end. 
The individuals who participate in a project may change. However, if the project takes on a 
different product or substantially different goals, it should be considered a different project. A 
project might include the planning and implementation of a specific, focused initiative (such as 
construction of a community park) or the organization of a variety of individual service activities 
through a service course or club. 
1. For ease of presentation, this manual sometimes uses the term Program. Just as there are organizational 
levels, there are also program levels. Program is the term used to describe all projects and administrative 
activities that are conducted by a single entity, either a grantee or subgrantee. Program is not an EIS 
reporting level. 
Evaluation Information Systems Manual Commission on National and Community Service 
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Some examples of Serve-America projects are: 
• 	 An after-school tutoring program for elementary and middle school students. • 
• 	 A semester-long service learning course that involves students in a series of service 
experiences (assisting in a homeless shelter, assisting disabled children, making 
presentations to middle school students, etc.). 
Most projects have participants. Participants are individuals who provide community 
service and to whom in-service training and assistance is provided. Participants are those 
individuals with a formal and ongoing attachment to the program, not individuals who "show 
up" for a single event. In Serve-America programs participants may be students or out-o/­
school youth. 
Staff of the program are not considered participants. Staff may include volunteer 
coordinators, administrators, and counselors. 
In addition to participants, projects may involve non-participant volunteers. These are 
individuals other than participants (or staff) who assist in the operation of the community service 
project or adults who are active in Partnership! Adult Volunteer activities. Examples of non­
participant volunteers include: 
• 	 Individuals who help coordinate community service activities, 
• 	 Business people who provide mentoring to participants, • 
• 	 Parents who volunteer to do field trips, 
• 	 Residents or a neighborhood group participating in a community service day, and 
• 	 Students who attend service events organized by participants. 
There are no separate reports on non-participant volunteers, but subgrantees are asked 
to keep track of how many non-participant volunteers they recruit, and the number of hours of 
service the volunteers provide. 
Some CNCS grants are for activities that do not have participants, according to the EIS 
definition. In Serve-America, these generally include state-level planning grants, staff 
development grants, grants to develop community service curriculum, and grants for research 
on community service. A different set of EIS forms were designed for reporting on these 
capacity-building or planning grants. Although they do not include participants, capacity­
building and planning grants may have non-participant volunteers. 
•
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Introduction, page 7 
Many of the tenns discussed above are already used by community service programs. 
However, the tenns may not be defined in quite the same way as they are used in the EIS. For 
reporting, please use these tenns only as defined for the EIS system. 
With the wide variety of program designs used for community services, there will be 
times when subgrantee or program staff are not sure how a reporting tenn applies to a particular 
program. If necessary, the grantee should call Abt Associates (at 6171349-2506) for an 
explanation of how these tenns should be used. 
THE REpORTING PROCESS 
The Grantees are responsible to the Commission for all aspects of their grant, and are 
responsible for submission of EIS reports for all CNCS-funded projects and participants. The 
grantees must ensure that fonns are completed accurately and sent to Abt Associates on 
schedule. Obviously, several individuals and organizations may need to be involved in the 
process. Often only subgrantees or programs will have the detailed infonnation necessary to 
complete the EIS fonns. Thus, they will have to manage many of the front line data collection 
tasks such as distributing participant enrollment fonns, tracking hours of community service 
provided by their participants, and developing descriptions of project plans and accomplishments. 
The grantees, while not directly filling out all of the fonns, must ensure that all 
subgrantees collect the required infonnation. The grantees also must: 
• 	 Develop sufficient understanding ofthe fonns to be able to respond to subgrantee 
questions. 
• 	 Provide comprehensive training on EIS fonns and procedures to staff involved in 
reporling. 
• 	 Obtain and distribute sufficient copies offonns. 
• 	 Establish schedules for subgrantees and projects to send in completed fonns. The 
schedule must allow sufficient time for the grantee to review and assemble the fonns 
and submit them by their due date. Projects and subgrantees should send completed 
fonns to the grantee, not to Abt. The grantee will in tum review, organize, and 
submit all fonns to Abt. Grantees should work with subgrantees to set up reporting 
procedures. Procedures should include guidelines for tracking needed infonnation 
and schedules for submission of fonns to grantees for checking and transmission to 
Abt. Grantees should also consider establishing a system for keeping copies of the 
fonns in case they are lost in the mail. 
• 	 Review the fonns before transmission. The grantee staff should review fonns 
following the guidelines in this manual, and get clarifications from the subgrantee, 
program or project staff who completed the fonns before sending the fonns to Abt. 
Evaluation Information Systems Manual Commission on National and Community Service 
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To be able to complete all reporting forms, certain information must be tracked on a 
regular basis-in particular, hours of service provided by participants and hours of in-service 
training they receive. The EIS participant forms require reporting of participant hours every •
semester or term. Grantees must work with their subgrantees to set up procedures for collecting 
information on service hours on a more frequent, regular basis-such as weekly or monthly. 
Some sites may develop special forms for this purpose, others may adapt existing forms like 
timesheets or attendance logs. 
Reporting is tied to the operating cycle of community service programs. Once a month 
the subgrantees will need to gather completed EIS forms and send them to the grantee who will 
check them and, in turn, send them to Abt. The schedule for EIS forms completion and 
submission is shown in Exhibit 2. 
Exhibit 2 
Schedule and Responsibilities for Completion of EIS Forms 
I I 
Form 
Typical Responsibility 
for Completing the 
Form 
When It Should Be 
Completed 
When It Should be 
Submitted 
Subgrantee Subgrantee staff, perhaps Once subgrantee has re­ 20th day of month fol-
Summary with assistance from pro­
ject administrators. 
ceived funding and 
planned program. No 
later than date of first 
expenditure of funds. 
lowing the month dur­
ing which the form was 
completed. 
Project Project Staff with assis- Preferred before project 20th day of month fol-
Descriptiona tance from subgrantee. start. No later than 7 
days after first project 
activity. 
lowing the month dur­
ing which the form was 
completed. 
Project Project Staff with assis- Within 14 days of last 20th day of month fol-
AccompJish­ tance from subgrantee. project activity. lowing the month dur­
mentsa ing which the form was 
completed. 
,',' 
Participation and 
Service 
SUbgrantee (or project) 
staff 
Each term or semester 
,,'/, ,'<" 
30th day of the month 
following the term 
covered by the report. 
• 

aThe schedule is the same for both participant-serving and capaciiy-building projects. 
When the shipment is received, Abt will review the fOnDS for completeness, legibility 
and consistency. If a problem is identified, the grantee will be asked to resolve the problem. 
After processing a shipment from a grantee, Abt will send confIrmation letters with a list of all • 
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• 
project codes, detailing the status of projects, whether active or inactive. In addition, to help 
grantees understand how the infonnation is being used, Abt will distribute summary reports on 
the infonnation grantees have sent in. The reports will summarize the infonnation for each 
grantee and subgrantee. This can help the grantee detennine how many fonns should be 
submitted and whether the infonnation that has been sent is correct. Reports summarizing 
national community service activities will also be included so that grantees can look at their own 
programs in the larger context. 
The EIS will be an important source of infonnation about the Serve-America programs. 
The Commission may use the EIS data to improve community service programs nationally, and 
to demonstrate their scope and accomplishments to the President, Congress, and the many other 
organizations interested in community service. 
In the remainder of this manual are general procedures and instructions for EIS reporting, 
followed by detailed instructions for each of the reporting fonns, beginning with the Subgrantee 
Summary fonn. Each section is separated with a tab divider. Each section is numbered 
independently. For your reference, copies of the reporting fonns are contained in Appendix A. 
• 
The principal users of this manual are grantees. However, grantees may wish to share 
these instructions with subgrantees or project staff. The manual is presented in a looseleaf 
fonnat to facilitate copying of individual sections for use by subgrantees and others. In addition, 
copies of the handouts used in training are included in Appendix B . 
• 

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B. 1 

• 

• 

• 

• 	
GENERAL PROCEDURES 
WHO SHOULD READ THIs MANuAL? 
The EIS manual is a reference guide for grantee staff. Much of the information will be 
useful to subgrantees and program staff as well. The grantee may feel free to disseminate any 
part of this manual to subgrantees and program staff. However, remember that the grantee staff 
has the sole responsibility of distribution and collection of the EIS forms. The grantee is also 
responsible for the timely transfer of forms to Abt. 
WHEN DOES THE EIS REpORTING PERIOD BEGIN? 
The EIS system will be in place by July 1993. A modified version of the reporting 
procedures will be used for first year grants. Starting with projects and participants active in 
July 1993, the full EIS reporting system will be used. Completed forms are due based on the 
schedule shown in Exhibit 2. 
REVIEW OF FORMS 
• 
Regardless of who completes the forms, it is the responsibility of the grantee to collect 
the forms and review them for completeness and legibility before submitting the forms to Abt. 
Only the grantees will have direct contact with the subgrantees and project staff. 
WHERE TO SEND COMPLETED FORMS 
After reviewing the forms, make a copy for your records and fill out a transmittal form 
(see Exhibit 3). 
• 	 Grantee information. Enter the grantee name, name of a contact and the contact's 
telephone number. 
• 	 Enter mailing date. Use a numeric format. For example, enter August 1, 1993 as 
"08/01193. " 
• 	 If the submission is on computer diskettes using the Optional Automated Submission 
format, indicate in the box provided. 
• 	 Group forms by subgrantee and form type. List each subgrantee separately. 
• 
• Type or print subgrantee name, subgrantee ID, and the funding subtitle (B. 1 , B.2, 
C or D). 
Evaluation Information Systems Manual 	 Commission on National and Community Service 
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EIS TRANSMITTAL FORM 
Grantee: Contact Name: ____________________ 
Phone: ( Date of Mailing: Check here if you have included fonns on computer diskette: 0 
FOR OfFICE USE ONLY; 
Clerk: Date 
Record below Ihe forms Iransmitted in this mailing ror each Subgrantee. Please print 
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Subgrantee Name 
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• 
• In the respective columns, enter the number of forms included in this transmission. 
• Total the rows and columns. 
• 

Send the completed forms, with an accompanying transmittal form, to: 
Community Service Report Processing Department 
Abt Associates Inc. 
55 Wheeler Street 
Cambridge, MA 02138-1168 
Abt will check the forms for completeness and enter the data into the EIS computer, at 
which point a series of edit checks will be done on the data. Occasionally, a discrepancy will 
arise-for example, a Project Accomplishments form is received when no Project Description 
form has been submitted. When such discrepancies occur, Abt will call or send the grantee a 
list of "problem cases" to resolve. Again, accurate information in the EIS depends on the timely 
responses of grantees. 
OPTIONAL AUTOMATED SUBMISSION FORMAT 
For grantee organizations that have the capacity to collect the EIS information 
electronically, Abt has made provision for automated submission for the Participation and 
Service Report. However, in collecting the data, grantees must use exactly the same questions, 
options for response, and definitions, and reference the same time frames, as the EIS forms. 
Guidelines for automated submission are contained in Appendix C. 
Before implementing an automated system, please send facsimiles of the automated files 
to Abt for review. Abt will forward changes and comments, as necessary, within 1 week. Once 
the system has been approved, the guidelines for submission are: 
• 	 Choose one of the following data file formats: 
.. 	 dBaseill or dBaseIV database files, 
.. 	 ASCn fIxed-length record, or 
.. 	 ASCn comma delimited. 
• 	 Create a file using the exact same variable names, fIeld types, fIeld lengths, and fIeld 
positions (detailed instructions and file layouts appear in Appendix C). 
• 	 Keep an exact copy of the file for your records . 
• 
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• 	 Complete an EIS transmittal sheet. 
• 	 Send data to Abt on an mM fonnat diskette (31/2" disk; double or high density). • 
How TO ORDER FORMS 
When the supply of fonns is low, grantees may request additional fonns from Abt. 
Please fIll out an ordering fonn (see Exhibit 4). Order fonns by type and Subtitle: 
• 	 Type of Fonn and Number of Forms. Enter the number of fonns requested, by 
type and subtitle. The type of fonn is the name of the fonn as it appears on the 
second line of the fonn. The subtitle appears on the fIrst line of the fonn. Capacity 
Building fonns do not need a subtitle designation. 
• 	 Grantee infonnation. Enter the grantee name, state, EIS 10 number, and the name 
and telephone number of a contact to call with questions about the order. 
• 	 Ship Forms To. Enter name and address for the mailing label. 
Grantees may request that the order be sent to a different location. Grantees may place 
an order by FAX or mail: 
To order by FAX, dial: 1-6171349-2670. •
To order by mail, send your order fonn to: 
Community Service Report Processing Department 

Abt Associates Inc. 

55 Wheeler Street 

Cambridge, MA 02138-1168 

The order nonnally will be shipped within 2 working days. Fonns will be sent via fIrst-class 
mail or UPS. Please allow seven weekdays for delivery. 
WHERE TO GET HELP 
This manual is the primary resource for infonnation about EIS fonns and procedures. 
During the EIS reporting period, the manual will be updated annually to clarify instructions. 
Periodic updates will be provided as necessary. Another source of infonnation are the two 
training videotapes, Overview of the EIS and Review of EIS Reporting Forms, that have been 
supplied to each grantee. In addition, at the beginning of each grant year, a fonnal grantee 
training session on EIS procedures will be held prior to EIS implementation for that grant year. 
•
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Exhibit 4 
NATIONAL COMMUNITY SERVICE EVALUATION 
EIS Forms Request 
To request more ElS fonus, please specify the number of fonus needed by subtitle and type of fonu. Send 
this fonu to Abt Associates at the address below via fax, mail, or with a shipment of completed ElS fonus. 
• 

I Number of Fonns OJ]ice I Use i 
Type of Form B1 B2 C D Total Only i 
Project Forms: 
Subgrantee Summary Information 
Project Description I 
Project Accomplishments 
Capacity Building and Planning Project Description X 
Capacity Building and Planning Project Accomplishments 
Partkinant Forms: 
Participant Enrollment XXX XXX 
Participant Status ~ XXX Participant Termination XXX J 
Participation and Service XXX XXX 
Other Forms: 
EIS Transmittal Form XXX XXX XXX XXX 
Question/Problem Report Form XXX XXX XXX XXX i 
EIS Forms Request XXX XXX XXX XXX 
TOTAL 
Grantee:::--________________State: ID#_____ 
Contact Name: Phone Number: <---),___ 
Ship forms to: 
Name:Address-:-----------------------------------------­
City: _________________ State: _______________ Zip Code: _______ 
FOR OFFICE USE ONLY: 
Clerk: Date Received: _________ 
Date Se-n-t:------------------- Total Fonus Sent: 
Community Sei1lice Report Processing Department 0 Abt Associates Inc. 
July 1. 1993 55 Wheeler Street 0 Cambridge. MA 02138 0 FAX: (611) 349-2670 
• Commission on National and Community Service Evaluation Information Systems Manual 
Serve-America Program, Subtitle B.IJuly 1993 
General Procedures, page 6 
Finally, the grantee may FAX a request for assistance to 1-6171349-2670. Grantees • 
should use the Question/Problem jonn, shown in Exhibit 5. 
• 	 Enter the grantee name, state, and EIS ID number. 
• 	 Provide a contact name and telephone number to call with the resolution. 
• 	 Describe the problem or question in the space provided. If the problem or question 
is related to a specific form, complete the box on the right. 
For ongoing support, Abt will maintain a "telephone hotlinen for grantees. Subgrantees, 
program staff, and others involved in the process should not use the hotline-rather, their 
questions should be directed to the grantees, who may need to refer to this manual and the 
training video for a response. Grantees may call 1-617/349-2506, Monday through Friday 
during the hours of 9:00AM and 5:00PM, Eastern time. On weekends and evenings, grantees 
may leave a message on the answering machine, and Abt staff will return the call on the next 
working day. 
• 
•
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• 
Exhibit 5 
NATIONAL COMMUNITY SERVICE EVALUATION 
Question/Problem Report Form 
There may be a situation or question that comes up that we have not anticipated. Please use this form to note 
any problems or questions you may have, and fax or mail it to Abt Associates at the address below so that we 
can respond as soon as possible. 
Grantee:__'___________,State:________-cID#_____ 
Contact Name:, PhoneNumber:C.2-....JI 
Problem/Question: __________________ Ifapplicable: 
Subtitle:_________ 
Fonn:__________ 
Question #:________ 
• 
Problem/Question: ___________________ 1/ applicable: 
Subtitle:'____:-­____ 
Fonn:,__________ 
Question #:,________ 
Problem/Question: ___________________ 1/ app/i.cQble: 
Subtitle:_________ 
Fonn:__________ 
Question #:________ 
FOR OFFICE USE ONLY: 
Clerk: ________________ Dale Received: ______________ 
Made: 0 Fax. o Phone· 
Community Service Report Processing Department 55 Wheeler Street 
Abt Associates Inc. Cambridge, MA 02138 
July 7. 1993 FAX: (617)349-2670 
• Evaluation Information Systems Manual Commission on National and Community Service 
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INSTRUCTIONS FOR THE EIS FORMS 
GENERAL NOTES ON THE FORMS 
In the following sections, each fonn is discussed in detail. Although each fonn is 
different in content, certain conventions have been maintained across all fonns. 
Many of the questions on the fonns include simple, instructional aids to help guide the 
person completing the fonn (the "respondent") through the fonns. These aids are: 
CHECK ONE. For some questions where several responses may be applicable, the intent 
is to capture the most important or main reason. In these instances, we have added this 
instruction to the question. 
Example: 
1. Administering Organization (CHECK ONE) 
• 
o I Local Government 
02 State Government 
OJ Indian Tribe/Tribal Government 
O. Community Organization/Private Non-Profit 
Os 2-year coUege 
06 4-year college/university 
07 Consortium of colleges 
08 Other 
(SPECIFY: _________, 
IF EDUCATIONAL INSTITUTION: 
01 Public 
02 Private/Parochial 
• 
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CHECK AU THAT APPLY. For other questions, it is important to capture all of the 
applicable responses. These questions will have this instruction to encourage mUltiple 
responses, if applicable. Grantees should caution program staff that these questions •
should have only truly applicable responses checked, not all potential, but unlikely, 
responses. 
Example: 
A. 	 What are the major community service activities provided by participants in this 
project? 
CHECK ALL THAT APPLY: 
Education 
o 	 Academic Instruction 
o 	 Mentoring 
o 	 Tutoring 
o 	 Instructional Assistance 
o 	 Implementation of Service Learning in K-12 
o 	 Literacy Training 
o 	 Other (SPECIFY:) 
Community Improvement 
o 	 Improvement of Neighborhoods and 

Public Facilities 

o 	 Housing Rehabilitation and 

Construction 

o 	 Parks and Playground Development 
o 	 Restoration/Preservation of Historic Sites 
o 	 Creating Access for Disabled/ 

Physically Challenged 

o 	 Vandalism Repair 
o 	 Improvement of Abandoned Railroad 

Rights-of-Way and Strip Mined Land 

o 	 Other (SPECIFY:) 
• 

•
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• 
Go TO ••• OR SKIP TO.... When this instruction appears next to a response category, 
one or more of the subsequent questions should be skipped. For example, question 13 
of the Project Description form includes this instruction: If the answer to question 13 
is "No" (no participant involvement), the respondent is instructed to skip to question 14, 
because "Types of Individual" is not applicable. 
Example: 
13. Are participants involved in project design/management? 
o I No (GO TO QUESTION 14) 

01 Yes 

Types of Involvement (CHECK ALL THAT APPLY) 
o 1 Student-Led Design 

01 Student-Managed 

03 Other Student Participation 

(SPECIFY) is used to request written clarification when the appropriate choice is not 
• 
among the responses that have not been predefmed. When specifying items, be concise 
but specific. 
Example: 
1. Administering Organization (CHECK ONE) 
o 1 Local Government 
02 State Government 
03 Indian TribelTribal Government 
D. Community Organization/Private Non-Profit 
05 2-year college 
06 4-year college/university 
07 Consortium of colleges 
08 Other 
(SPECIFY: _________ 
IF EDUCATIONAL INSTITUTION: 
Ol Public 
02 Private/Parochial 
• Evaluation Information Systems Manual Commission on National and Community Service 
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OTHER GENERAL INSTRUCTIONS 
• 	 Dates. When reporting dates on any form, please use American standard numeric •lonnat (month/day/year). For example, for September 15, 1994 enter "09115194." 
• 	 Dollars. For all fields reporting dollar amounts, please round to the nearest dollar. 
For amounts ending in $.01 to $.49, round down. Amounts ending in $.50 or higher 
should be rounded up. 
• 
•
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SUBGRANTEE SUMMARY FORM 
OVERVIEW 
Grantees generally allocate money to one or more subgrantees, who administer programs. 
The Subgrantee Summary form is used to collect general information on the subgrantee 
organization, its funding, and program features. When a grantee resetves some funds to run 
programs itself, it should fill out a separate subgrantee form with information on the programs 
it runs itself. 
WHO SHOUW USE THIS FORM? 
The grantee should submit a Subgrantee Summary form for each of its subgrantees. The 
grantee should work with the subgrantee to ensure that the form is filled out by an individual 
who is knowledgeable about the subgrantee budgets and participant benefits. The subgrantee 
should agree to identify the contact person who will answer questions regarding the information 
on the form. 
WHEN SHOUW THIS FORM BE FILLED Our? 
• 
This form should be completed at the beginning of the EIS, or at the start of a CNCS 
grant. Submit the form by the 20th day of the month following the month that the grant or 
reporting period begins. 
GENERAL INSTRUCTIONS 
The same Summary Information form should be used by subgrantees running participant 
projects and those operating capacity-building or planning grants. If the grantee runs only 
capacity-building or planning grants with no participants, all information on participant benefits 
should be marked "Not applicable." These projects should indicate, in Part ill, that they have 
zero (0) participants. Capacity-building programs may have non-participant volunteers. 
The Subgrantee Summary form consists of three sections: 
• 	 Section I, Identification. Identifies the organization receiving the subgrant; 
• 	 Section ll, Funding. Reports on expected funding from all sources; and 
• 	 Section ill, Program Features. Lists the expected number of participants and the 
benefits for which they may be eligible . 
• 

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B. I 

Subgrantee Summary Form, page 2 
QUESTION By QUESTION INSTRUCTIONS 
I. Identification • 
Infonnation in the Identification section is used to identify each subgrantee. Please 
provide: 
• 	 The grantee and subgrantee name(s). Please fIll out the complete names of the 
grantee and subgrantee agencies in the space provided. If the grantee and subgrantee 
are the same entity, write "Same" in the place provided for subgrantee name. 
• 	 The subgrantee identification number. Enter the subgrantee code provided by Abt 
Associates. These subgrantee IDs are assigned based on current records. If the list 
contains incorrect entries or is incomplete, please fax or mail a corrected list to Abt 
Associates at 6171349-2670. Abt will return a corrected list of subgrantee IDs. 
• 	 Name of a contact person, telephone and fax (facsimile) number. The contact 
person listed should be a person at the subgrantee organization who is knowledgeable 
about the organization, funding, and project activities funded under CNCS. If the 
contact person may be reached at a second telephone number during business hours, 
the fonn provides space for listing this additional telephone number. 
• 	 The mailing address-street, city, state and zip code-of the contact person. List a • 
subgrantee business address at which the contact person may be reached. 
•
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• 
II. Funding 
In this section, list the type and amount of funding from all sources for community 
service programs at the subgrantee. In addition to funding from CNCS, most subgrantees obtain 
money from other federal and non-federal sources to support their community service activities. 
Please use this section of the form to report the amount of money, from all sources, that is 
available for expenditure during the period of the CNCS grant only. 
Please list the total funds available for the project from all sources. All funds must be 
reported for the CNCS grant period only. In many instances it will be possible to know exactly 
what portion of the funding from each source is available to be spent during the CNCS grant 
period. However, because funding cycles may vary among sources, it may be necessary to 
prorate funding to conform to the CNCS cycle. 
For example, Subgrantee A receives a six-month (September 1993 to February 1994) 
grant of $2000 from a CNCS grantee. In addition, the subgrantee receives $10,000 from the 
U.S. Department of Education and a $50,000 grant from the U.S. Department of Health and 
Human Services, both granted for the subgrantee's fiscal year 1994 (July 1993-June 1994). 
Finally, the subgrantee receives a three-month, $9000 grant (January to March 1994) from a 
private foundation. For the purpose of the EIS, the funds would be reported as follows: 
• 
Sample Funding Calculation 
Funding Period: 
09/01/93-02/28/94 
Category of Funding: 
Funding Allocation Funding As Reported on the 
Subgrantee Summary form 
CNCS: (not applicable) CNCS Funding: 
$2000 
Federal Funding: 
Dept of Education 
Dept of Health and Human 
Services 
Portion Amount 
Total Grant during CNCS DuringCNCS 
$10,000 *.5 (6 months) $5000 
$50,000 *.5 (6 months) $25,000 
Total Other Federal Funding: 
$30,000 
Non-Federal Sources: 
Foundation grant 
Portion Amount 
Total Grant during CNCS During CNCS 
$9000 * .67 (2 of 3 months) $6000 
Non-Federal Funding: 
$6000 
Total Funding from All 
Sources: 
$38,000 
At the time this form is completed some grants will be awarded. Other funding may be 
estimated. Estimated funding may include grants that have been announced but for which a 
formal contract has not yet been signed. Other estimates are for funds that are expected to be 
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raised through fund-raising events or grant proposals and the dollar value of in-kind donations • 
of goods and services. To the extent possible, estimates should be based on the historical 
success of these fundraising efforts. 
For the subgrantee summary form, record separately: 
• 	 The grant period's start and end dates. Please record the month, day and year that 
this subgrantee's CNCS grant begins and the month, day, and year that the grant will 
end. Enter each date in numeric format. For example, enter August I, 1993 as 
"08/01/93. " 
• 	 The total amount of CNCS monies received. Please record, in whole dollars, the 
amount of this subgrantee's grant. 
• 	 Name and description of other Federal funding sources. List the source 
(department or agency name, commission or other Federal entity) and a brief 
description of up to three Federal funding sources. If the subgrantee has received 
funding from more than three Federal sources, list here the three Federal sources that 
provided the largest grants during this period. Repon all other Federal funding 
monies in the Amount category. Even if a source is not included as one of the 
subgrantee's top three funding sources, include the amount of this Federal source in 
the "Other Federal Funding: $" block. 
Ifmultiple grants are received from a single Federal agency, list all grants from that 
agency on one line. • 
If the subgrantee would like to list more than the three largest funding sources they 
may do so on additional sheets of paper. 
• 	 The total amount of other Federal funding. Report, in whole dollars, the total 
amount of Federal funding received for use during the period of the CNCS grant. 
When necessary, prorate the funds for the CNCS grant period. Indicate whether the 
funding reported is an actual fmal award for all other Federal sources, or an estimate. 
• 	 Name and description of non-Federal funding sources. List here the names of 
other funding sources. Include here funding received from municipal, county or state 
sources, private foundations, charitable organizations, individuals, businesses, 
corporations or any other source that is not a Federal government entity. This 
category should include, for example, local matching funds for teachers' salaries. 
This category also includes monies raised through fundraising events in the 
community. If the subgrantee has received funding from more than three non-Federal 
sources, list here the three sources that provided the largest grants during this period. 
Repon all other non-Federal funding monies in the Amount category, including 
funds from grants other than the top 3. Even if a source is not included as one of 
•
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• 
the subgrantee's top three funding sources, include the amount of this funding source 
in the "Other Non-Federal Funding: $" block. 
If multiple grants are received from a single funding source, list the source on a 
single line. Similarly, if there are multiple contributors to a single fund raising 
event, list the event only. Do not list contributors separately. 
If the subgrantee would like to list more than the three largest funding sources they 
may do so on additional sheets of paper. 
• 	 Total non-Federal funding. Report, in whole dollars, the total amount of funding 
received from non-federal sources received for use during the period of the CNCS 
grant. When necessary, prorate the funds for the CNCS grant period. Indicate 
whether the funding reported is an actual accounting for all non-federal sources, or 
an estimate. 
• 	 Total funding from all sources. Sum the CNCS, Other Federal, and Other Non­
Federal fundings and enter the total in the space provided. 
ill. Program Features 
• 
This section is used to describe the expected level of participation and some description 
of the potential benefits to participants. The section is divided into two subsections: Planned 
Program Participation and Subgrantee Institution End Dates. Under Planned Program 
Participation record: 
• 	 The planned number of participants. Enter the planned number of participants. 
As a reminder, the BIS def'mition of a participant is an individual who provides 
community service and to whom in-service training and assistance is provided, 
regardless of whether they go through a formal "enrollment" process. Participants 
are those individuals with a formal and ongoing attachment to the program, not 
people who "show up" for a single event. 
• 	 The planned number of nonparticipant volunteers. Enter the planned number of 
nonparticipant volunteers. Nonparticipant volunteers are individuals who, though not 
enrolled in a program as participants, assist in the operation of a CNCS-funded 
program by providing volunteer services. Examples of non-participant volunteers are 
individuals who volunteer at a service event organized by participants, businessmen 
who volunteer as tutors or mentors, people who donate their time to instruct particip­
ants on life skills, and people who volunteer to assist in the administration of the 
program . 
• 
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• 	 The planned number of projects funded by this CNCS grant. Enter the planned • 
number of separate projects planned by this subgrantee. Subgrantees may have one 
or many projects. 
Under Subgrantee Institution End Date, for each tenn or semester indicate: 
• 	 Term. Enter the end dates for each semester or tenn in the affiliated school district 
for the current academic year. For Tenn 1, begin with the fall semester or tenn . 
• 

•
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PROJECT DESCRIPTION FORM 
OVERVIEW 
The Project Description fonn captures a description of each community service project 
operated with funding from the Commission on National and Community Service. The form 
describes the key features and the planned goals and accomplishments of each project run by 
the grantee or subgrantee. 
These forms are the starting point for both project and participant reporting. For each 
project, the subgrantee will submit a Project Accomplishments fonn at the project's completion 
that reports on the specific outcomes of that project. The Participation and Service Report 
collects information on the participants in each project and their service activities. 
To limit the burden for subgrantees, none of the EIS reports require detailed reporting 
on the project activities performed by individual participants. Instead, subgrantees will list the 
project codes in which individuals participate. Abt will use these codes to identify the 
appropriate Project Description form, to identify the activities associated with the projects in 
which individuals participate. Because Abt will rely on these codes for their analysis, the project 
codes created by subgrantees should be used carefully and consistently throughout the course of 
the project, and the description of each project should be accurate and complete. 
Some grantees may have Capacity-Building or Planning grants which enroll no 
participants. These are generally state-level planning grants, grants to develop curricula, and 
grants for research or community service. Another version of the Project Description form is 
to be used for these projects (see Project Description form for Capacity-Building or Planning 
Projects). If there are any participants in the project, use this Project Description form rather 
than the project description form for capacity-building projects. Any capacity-building activities 
should be listed among the planned activities and products. Finally, some local Partner­
ship/ Adult Volunteer projects may involve only institutional partners or adult volunteers (i.e., 
non-participant volunteers). These local Partnership/ Adult volunteer programs should use this 
Project Description form. 
WHO SHOUW USE THIS FORM? 
Grantees are responsible for ensuring that Project Description forms are completed, 
edited, and submitted. Generally, subgrantee or project staff will be most familiar with the 
details of individual projects. The form should be completed by the individual who is most 
familiar with the project, and who can answer questions regarding the completed form. 
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WHEN SHOUW THIS FORM BE FILLED OUT? 
Project description fonns should be completed whenever a new project begins. If •
possible, complete the fonn before the project's actual start-up as soon as the project design is 
final. Submit all Project Description fonns completed during the month by the 20th day of the 
following month. 
Complete a separate Project Infonnation fonn for each project funded wholly or in part 
with CNCS funds. 
QUESTION By QUESTION INSTRUCTIONS 
Project Infonnation 
The Project Infonnation fonn consists of three subsections: I) Identification, II) General 
Project Description and Outline of Planned Project Objectives and Accomplishments, and ill) 
Basic Project Descriptive Infonnation. 
I. 	 Identification 
The Identification section provides infonnation on the grantee and subgrantee responsible 
for the project as well as other organizations participating in the project. It also collects • 
infonnation that can be used to contact project staff as needed. 
The section also contains identification numbers which will allow the infonnation on this 
fonn to be linked to infonnation reported elsewhere. The Subgrantee ID and Project Code are 
the primary links to other EIS fonns and therefore must be accurate. 
• 	 The grantee and subgrantee name(s). If the grantee and subgrantee are the same 
entity, write "Same" in the place provided for subgrantee name; 
• 	 The Subgrantee Identification Number (ID) is a nine-digit number provided by Abt. 
The ID number entered on this fonn must be identical to the number used to identify 
this subgrantee on the Subgrantee Summary fonn. If the grantee has not received a 
Subgrantee ID for this subgrant, they can obtain an ID number from Abt, by listing 
the grantee name and the full name and address of the subgrantee on the Ques­
tion/Problem fonn and sending it by fax or mail to the location listed in the General 
Procedures section of this manual. 
• 	 Project Name. List the name of the project as it is known to the subgrantee. The 
project name as listed here will be recorded in the EIS system. Use this same name 
whenever referring to the project. 
•
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• 
• Project Code. The project code is a unique number identifying the project. 
Subgrantees may assign any four digit number as long as it has not been used for 
other projects, active or inactive, within the subgrantee. The grantee must work with 
its subgrantees to decide which will be responsible for assigning project codes. 
Once the project code is assigned it must not change, and should be used whenever 
identifying the project on Participation and Service Report forms or Project 
Accomplishment forms. Grantees should keep a log of project names and IDs to 
prevent duplication and misassignment of codes. 
• 	 Project History. Indicate whether the CNCS funds were applied to a previously 
existing organization or program or if they were granted to a new or modified 
organization or program developed in response to CNCS funding to manage the new 
community service activities. Check the box which best characterizes the history of 
the project. 
.. 	 New Project. A project that began under CNCS funding; 
.. 	 Expansion of Existing Projects. CNCS funds were used to add new elements 
or activities to a previously existing project, or to substantially modify the 
objectives of the project; 
• 
.. Continuation of an Existing Project. An existing project that will continue 
under the CNCS grant without changes to basic design features. 
• 	 Project Start Date/Scheduled End Date. The planned first and last days that 
CNCS-funded project activities will take place. Enter each date in numeric format. 
• 	 Project Contact person(s), Telephone, Fax (facsimile number), and Address. The 
information should identify a contact person at the subgrantee or project who is 
knowledgeable about project organization, funding, and project activities. 
• 	 Name of Person to Contact (if different). Use this section to record the name of the 
person who should be contacted about information reported on the Project Description 
form if this person is different from the project contact. 
• 	 Names of Other Participating Agencies, Organizations, and Businesses. If 
organizations other than the subgrantee are partners in the management, administra­
tion or provision of project services and activities, print the full name of the 
organization with enough detail and explanation to uniquely identify the partner. 
• 
For each organization circle the code which best identifies the Type of Organization 
and the Nature of (their) Participation. If an appropriate category is not listed for 
either of these items circle the "other" and clearly specify the nature of participation. 
The codes for Nature of Participation include: 
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... 	 Sponsor/Partner. An organization that has substantial involvement in the 
management or financial support of the project. 
... 	 StafflMembers Donate Time. Staff or other members of the organization 
contribute time to the project under the auspices of the organization. The 
category includes both compensated and uncompensated staff who participate in 
the project either through provision of community service or through services to 
the participants and staff of the organization. 
... 	 In-Kind Donations. Donations to the project other than staff or funding. This 
may include items such as books, equipment, uniforms, facilities, or management 
systems. 
... 	 Host Agency. An agency other than the subgrantee which directly benefits from 
the services of the project and manages the worksite where service is provided 
(optional). 
... 	 Other. Other partnership activities not included in existing categories. If this 
category is chosen, specify the partnership role fully yet concisely in the space 
provided. 
• 	 CNCS Funding. Please record, in whole dollars, the total amount of CNCS funds 
received for use for this project during this CNCS grant period. 
• 	 Other Funding. Please record, in whole dollars, any Federal or non-Federal funds 
you have received for use for this project during this CNCS grant period. 
• 	 Total Funding. Please record, in whole dollars, the total amount of funds (this total 
should equal the CNCS Funds + Other Funds categories above). 
• 	 Not Available. Check here if breakdown of funding sources is not available. 
II. 	General Project Description and Outline of Planned Project Objectives and 
Accomplishments 
This section provides an overview of project plans. The subgrantee should use this 
section to describe the planned objectives of the project and the planned activities designed to 
accomplish those objectives. 
The first item in the section is a narrative description of the project. The description 
should be thorough yet concise. It should outline major design features such as how the project 
is organized, the primary activities which will take place, and the schedule of activities. It 
should also report key features of the project's design which are not reported elsewhere on the 
form. Thus, subgrantees may wish to complete this section of the fonn last, after reporting 
other infonnation requested on the fonn. 
• 

• 

• 
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• 
Part B of the section lists major Planned Objectives, Products and Activities of the 
project. 
• 	 Planned Objectives, Products and Activities. List each MAJOR objective of the 
project. These may be expressed in terms of impacts on the communities, products 
produced, or activities planned. Though some objectives may be procedural (200 
hours of service), the list should include some planned achievements or impacts of 
the activities (rehabilitating housing to the satisfaction of tenants, increasing the 
reading level of students tutored, increasing the number of users of the recreation 
area who rate the facilities as n satisfactory or better," increasing the community 
involvement of student participants. 
When describing objectives be as specific as possible. Include details such as planned 
participation hours, the number of beneficiaries to be served, and the number of 
activities planned. Provide numerical objectives where applicable. For example, 
rather than report that a project will assist teachers, indicate that the project will 
provide 300 hours of assistance to 40 students with a goal of raising their reading 
level by at least half a grade level. 
• 
The form has space to records up to five planned project objectives. If a project has 
more than five objectives, please list the five most important objectives first, and 
attach additional pages to complete the listing. Staple the additional sheet(s) to the 
back of the Project Description form. 
Exhibit 6 shows some examples of objectives. 
• 	 Planned Completion Date. The planned date the objective will be completely 
achieved. Enter date in numeric form. For example, if the planned completion date 
is June 30, 1994, enter as "06/30/94." 
• 	 How Will the Accomplishments be Measured? List the approach that will be used 
to measure whether the accomplishments were fully completed. Measurements of 
success may involve formal numerical measures, e.g., customer satisfaction surveys, 
reading tests, reduction in vacancy rates taken from institutional records. Other 
measurements may not be numeric, e.g., an advisory board or client panel formally 
approves the product, the host agency signs off on the work. 
• 	 Planned Steps for Achieving Objectives. Identify the m.yor activities, workplans 
and milestones that need to be accomplished in order to achieve the objective. 
m. Basic Project Descriptive Information 
• 
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Exhibit 6 
Examples of Project Objectives • 
Objective (Product, Activity) 
How Accomplishment Will Be 
Measured 
Work Plan Steps or Activities 
for Achieving Objectives 
• To provide 200 hours of com­
munity service 
Record the service hours of par­
ticipants in planned activities. 
Plan activities: food drive, senior 
center entertainment activities, 
neighborhood cleanup. 
• Increase reading skills level Obtain children's skill level from Choose curriculum; assign course 
(by at least 112 grade level) of teacher at the beginning of the member to a class or individual 
40 2nd grade students project; test skills at the end of 
the project. 
student; monitor progress. 
• Providing 100 hours of service 
learning to each of 45 stu­
dent-participants in the Serve­
America program 
Attendance at the classroom peri­
ods, and completion of journal. 
Classroom period devoted to 
community service learning; 
development of community ser­
vice projects and activities such 
as pairing students with elderly. 
• Literacy training for at-risk Numbers of books read; journal Journal writing; reading books; 
4th, 5th, 7th, and 8th graders; writing; brochures written on environmental projects such as 
development of community environmental projects; develop­ recycling, replanting vacant lots, 
and en vironmental pride ment of technical report on envi­
ronmental project; writing letters 
to parents. 
etc.; library research (combining 
environmental work with reading 
and writing skills). 
• Increase student awareness, 
understanding, and commit­
ment to community service 
while providing approximately 
2000 hours of community 
service 
Keep records on student service 
hours (students need 90 hours to 
gain credit); student journals; 2 
student papers on community 
issues; class discussion. 
Major steps for the service 
course include: presentations by 
community agencies on needs; 
students identify 2 service prefer­
ences; students at agencies/sites 2 
afternoons per week; daily jour­
nal writing; weekly class discus­
sion; 2 papers during semester. 
• Develop community play­ Hours of service; completion of Students will participate in plan­
ground while improving community playground; student ning, design, and construction of 
students' academic skills grades (pre- and post). playground facility. Math and 
science teachers will use project 
tasks as class exercises. Students 
will also maintain journals, pre­
pare newsletter for writing class. 
• 

This section asks a series of questions about the projects presented in a checklist fonnat. 
The section records three types of infonnation: 
• Basic descriptive infonnation on the project, 
•
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• 	
• Infonnation on non-participant or partnership volunteer activities, and 
• 	 Infonnation on participant activities. 
Instructions follow for items that require special explanation. Additional definitions can 
be found in the Glossary (Appendix D). 
Basic Descriptive Infonnation 
1. 	 Administering Organization. An "administering organization" is the agency with 
financial and management responsibility for the project. If the administering 
organization is an educational institution, indicate the level and whether the school 
is public or private. Categories include: 
• 	 Local Government. A public agency that is engaged in meeting human, social, 
educational, or environmental needs; includes public safety. 
• 	 State Government. A public state-level agency that is engaged in meeting 
human, social, educational, or environmental needs. This category includes state­
funded service and conservation program. 
• 
• Indian Tribe/Tribal Government. An Indian Tribe, nation, band, or other 
organized group or community, including any Alaska Native village or regional 
or village corporation as defined in or established pursuant to the Alaska Native 
Claims Settlement Act. 
• 	 Community-Based Organization/Private Non-Profit. A private non-profit 
agency that is representative of a community or a significant segment of a 
community and that is engaged in meeting human, educational, or environmental 
community needs, including public safety organizations, and community action 
agencies. A non-profit is any incorporated or unincorporated entity that (l) is 
operating for religious, charitable, or educational purposes; and (2) does not 
provide net earnings to, or operate in any other manner that inures to the benefit 
of, any officer, employee, or shareholder of the entity. 
• 	 Elementary School. The first six to eight years of a child's fonnal education. 
• 	 Middle/Junior High School. A school in the US school system that generally 
includes the 6th, 7th, 8th, and sometimes 9th grades. 
• 	 High School. A secondary school in the US school system that includes grades 
9 or 10 through 12. 
• 	 School District. A limited area within a state, often comprising several towns, 
• 	
that functions as an administrative unit of a public school system. 
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• 	 Consortium of School Districts. A joint CNCS grant or subgrant to two or • 
more school districts submitting a joint grant application. 
• 	 2 Year College. A school of higher learning that grants an Associate's degree 

or other 1- or 2-year diplomas and certificates for completion of programs. 

• 	 4 Year College/University. A school of higher learning that grants the 

Bachelor's degree in liberal arts or science or both. 

• 	 Other. If there is an administering organization other than the ones listed here, 

please check and specify the type of organization. 

• 	 If educational institution: Note whether the administering organization is public 

or private/parochial by checking the appropriate box. 

2. 	 If a school or college: Supply the total number of enrolled students in the school or 
college. 
3. 	 If school district: Enter the total number of students enrolled in the school district. 
Project Information 
4. 	 Financial/ Administrative Linkage. Financial and administrative linkages are 
agreements with other programs to fund or provide some project services. Record •
both linkages with other CNCS funded programs (e.g., other Serve-America 

programs, Higher Education Innovative Projects, other Service/Conservation Corps), 

with other Community Service organizations, and with "other" programs (e.g. 

JTPA, foundations, the local school system, a community college). 

5. 	 Project Structure. Key features of projects are listed in this section. Please check 
all that apply for this project: 
• 	 Location. Please note whether the location of the community services provided 

by the project is urban, rural, or suburban. Rural is open country which is not 

part of or associated with an urban area; any town, village, city, or place, 

including the immediately adjacent densely settled area which is not part of or 

associated with an urban area; has a popUlation not in excess of 10,000; or, has 

a population in excess of 10,000 but not in excess of 20,000 and is not contained 

within a Metropolitan Statistical Area. An urban area is any place with a 

population of 10,000 or more inhabitants incorporated as cities, villages, 

boroughs; census designated places of 10,000 or more; any Metropolitan 

Statistical Area. Suburban areas are portions of urban areas, usually residential, 

that are outlying from a city. 
•
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• 
• Type of Participation. Note whether the project is voluntary or mandatory. 
Mandatory participation includes circumstances where participation in the 
Program is a required component of another program. For example, if a college 
were to establish a summer program and require participation as a condition of 
graduation from college. Mandatory participation may apply to individual 
participants in the program when participation is mandated by order of the courts 
or other authorities. 
6. 	 Project Format. Check the project format that is most applicable to your program. 
If more than one is applicable, check the one that most reflects the primary or main 
focus. Service Only is service provided independent of classroom activities, such 
as through a service club or service events or through the community service 
coordinator at the school. Service Courses are classes designed to instruct students 
about community service. They generally include formal classroom activities such 
as reflection or discussion as well as provision of community service. Integrated 
into an Academic Course includes programs that integrate community service into 
regular, mainstream academic coursework (e.g., a science class testing water from 
the local river for toxins as both as part of a community clean-up project and as part 
of the instruction on environmental pollution, biology, or chemistry.) 
• 
7. Project Type. Note whether the project is a school-based initiative or a community­
based initiative. School-based programs are service-learning programs where a local 
education agency is the administering organization, possibly in partnership with one 
or more public or private non-profit agencies. Community-based programs are 
those that are run by public or private non-profit organizations and provide 
opportunities for youth to participate in community service activities; and Volun­
teer/Partnership programs involve adult volunteers in the schools, or partnerships 
of public or private organizations to improve the education of at-risk students, school 
dropouts, and out-of-school youth. Only partnerships involving youth in community 
service should be reported here. All other partnerships should be reported using the 
Project Description form for Capacity-Building or Planning Projects. 
8. 	 Project Cycle. Note the cycle of your project: the academic year, the summer only, 
or year-round. 
9. 	 Project Scope. Indicate the targeted area or population for this project. 
• 	 District-Wide refers to programs that are designed to involve students and 
schools throughout a school district in community service or that draw upon 
students from the whole district as project participants. 
• 	 School-Wide projects are designed to involve or draw upon all students in an 
individual school building for community service. 
• 
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• 	 Grade-Wide projects are those targeted to a single grade within a school or a 
school district (for example, all 7th graders). •
• 	 One or More Classrooms. This category refers to projects that are targeted to 
one or more individual classrooms in a school and draw only from those 
classrooms (in contrast to school or district-wide projects, which may be limited 
in size but which draw students from a whole school or district). 
• 	 Out-of-School Youth refers to projects targeted to youth who have dropped out 

of school or graduated from high school and are not currently attending 

alternative school or college. 

• 	 Specific Geographic Area. These are programs that are targeted to a specific 

neighborhood or region as opposed to a school. One example might be a 

community-based program involving youth people living in a specific section of 

a community. 

• 	 Other (target population) can include programs targeted to a specific population 

of young people, such as teenage parents or young people at risk of dropping out 

of school. 

Participant Infonnation 
10. 	 Planned Number of Participants. Indicate how many individual students or out-of­ •
school youth will be participants at any time during the project. 
11. 	Planned Hours of Participation. Report the Average Planned Number (If) of 
Hours per(l) Participant and the Average # of Weeks/Participant. The average 
number of hours is the amount of time a single participant is expected to spend in the 
project. It includes all hours during an individual's entire tenure on the project. The 
average weeks are the average number of weeks an individual participant will be 
active on the project for any part of the week. 
As a check, the Average Hours/Participant divided by the Average Weeks/Participant 

should equal the average hours per week that a participant will spend on the project. 

This item is not reported here but should be known to the project staff and could be 

used a check on the reasonableness of the information reported. 

12. 	 Grades Included in Project. Please note the range of grade levels of participants 
included in your project. 
•
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• 
13. Participants Involved in Project DesignlManagement. Some projects involve 
participants in the design or management of a project. Check this item "yes" if any 
participant is actively involved in either design or management in a substantive way. 
Participation in design or management can be through a group (e.g., the program as 
a whole or a service club) or individually. If there was participant involvement, 
identify whether the assistance was with the design, management or some other 
aspect of the project such as fund raising. 
If the only involvement was that participants were asked their opinion but did not 
participate in decisions regarding either the design or operation of the project, check 
"No." 
14. 	 Participant Benefits. 
a. 	 Expense Reimbursement. Check off all applicable types of expenses that may 
be reimbursed directly to participants for costs incurred during their participation. 
List only those reimbursements that may be paid during participation. 
II>- Transportation. Provision of or reimbursement for travel for purposes of 
participating in the program. 
• 
II>- Unifonns/Equipment. Provision of or reimbursement for the costs of clothing 
articles, unifonns, or equipment (tools, books, etc.) required by the program. 
II>-	 Meals. Provision or reimbursement of food or meals supplied for both residential 
and non-residential programs. 
II>- Other. If any other expenses are reimbursed, check this box and specify the type 
of reimbursement in the space provided. 
b. 	 Total Project Expense Reimbursement Budget. Indicate the total amount 
allocated for expense reimbursement in the space provided. Be sure to include 
non-CNCS funds that may be used for expense reimbursements. 
c. 	 Participants Expected to Receive Reimbursement. Indicate your best estimate 
of the total number of participants expected to receive expense reimbursements. 
d. 	 Academic Credit. If some participants can earn academic credit for satisfactory 
completion of a community service program, enter the maximum number of 
credits awarded. If no credits are offered, enter O. Some programs will offer 
fractions of a credit. 
• 
For programs that award academic credit, check the time period for which credits 
can be earned (per semester, year, the project as a whole or some other interval). 
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15. 	 Beneficiaries/Service Recipients. Using the list provided, select types that best 
describe the recipients or beneficiaries of the project services. Please check only the 
primary beneficiaries-those who are particular targets of service in the project 
design. For example, if the project is a general tutoring effort for middle school 
students, check the box for "students K-12." Such a broad-based program may 
provide some services to "at-risk youth," but the box should be checked only if the 
project has service specially designed to serve at-risk youth. 
Non-Participant or Partnership Volunteer Activities 
This section reports planned infonnation on non-participant or partnership volunteer 
activities. A "non-participant volunteer" is an individual who is not a participant enrolled in a 
subgrantee (and is not a staff member) but is someone who assists in a program that is funded 
under the Act by providing volunteer services. 
16. 	Number of Non-participant Volunteers Planned. Indicate the total number of non­
participant volunteers expected to participate in volunteer activities. 
17. 	Type of Non-participant Volunteers. Using the choices listed, identify the types 
of individuals who are expected to volunteer. If none of the listed choices accurately 
describes the non-participant volunteers, check "other" and carefully specify the type 
of volunteer. 
18. 	Total Planned Service Hours For Non-Participant Volunteers. Indicate the total 
number of planned service hours contributed by all non-participant volunteers to any 
project activity. 
19. 	Non-Participant Volunteer Activities. If the project involves non-participant 
volunteers identify the type of activities they perfonn. Non-participant volunteer 
activities may be of three types and are grouped accordingly: 
• 	 Services to Participants. (Tutoring/Classroom Volunteers, Mentoring, Teaching 
Course Work, Counseling, Supervising, Speakers/Presentations, Field 
Trips/Special Events) 
• 	 Community Service. Working with participants to organize and provide 
community service. 
• 	 Services to the Program. (Professional Technical Assistance-such as advertis­
ing, accounting, or legal advice; Administrative/Management Assistance, serving 
on a Board of Directors or Advisory Board, Fundraising) 
If activities do not fall among the choices listed for any of these categories check 
"other" and identify the activity type. 
• 

• 

• 
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20. Type of Partnership Activities. Check all of the following that apply: 
• 	 Internships. Check if partnership organization offers internships to participants. 
• 	 Job Opportunity. Check here if partnership organization offers job opportunities 
to participants. 
• 	 Teacher Training and Development. Check if participating organization offers 
the following: opportunities for teachers to update, upgrade, or maintain skills; 
opportunities to learn about the changing labor market; etc. 
• 	 Other. If activities do not fall among the choices listed for any of these 
categories check "other" and identify the activity type. 
Participant Activities 
This section identifies the major activities in which a participant would typically be 
involved when participating in this project. Please choose only those activities that characterize 
and define the nature of this project. Do not check items that may be done on occasion or in 
passing by one or two participants. 
• 	
/' 
There are two broad types of activities: (A) services provided by participant, i.e. 
community service, and (B) services provided to participants, generally participation in 
education, development, and support. To assist in the location of items, the activities have been 
organized into broad categories (Education, Community Improvement, etc.). Within each of 
these broad categories are the most common participant activities. When appropriate, choices 
should be made from the specific activities listed. If an activity cannot be found on the list 
please check the "other" box within the appropriate broad activity category and specify the 
activity type. 
A. 	 Major Community Service Activities Provided BY Participants 
Check all the categories that describe the major community service activities provided by 
project participants. Exhibit 7 outlines the typical participant activities. 
• 	 Education. Services designed to assist individuals or institutions in the provision of 
instruction and training. Note that this category is for tutoring and other education 
services provided to the community by participants. If educational support is 
provided to participants as part of the project, note this in Part B of this section. 
• 	 Community Improvement. Individual or group activities designed to create or 
• 	
improve community amenities or facilities. 
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Major Community Service Activities Provided by Participants in This Project 
Education 
• Acaderrnclnstruction 
• Mentoring 
• Tutoring 
• Instructional Assistance/Classroom Aid 
• Implementation of Service Learning in K-12 
• Literacy Training 
• Other 
Community Improvement 
• Improvement of Neighborhoods and Public Facilities 
• Housing Rehabilitation and Construction 
• Parks and Playground Development 
• Restoration/Preservation of Historic Sites 
• Creating Access for Disabled/Physically Challenged 
• Vandalism Repair 
• Improvement of Abandoned Railroad Right-of-Way and Strip Mined Land 
• Other 
Human Service 
• Day Care 
• Hospitals, Nursing Homes, Senior Centers, Hospices 
• Health Advocacy/Education 
• Assistance to Disabled/Physically Challenged 
• Arts, Museum, Library Services 
• Social Service 
• Community Work Program 
• Food Bank, Food Drive, Soup Kitchens 
• Substance Abuse Prevention and Treatment 
• Other 
Conservation and Environmentalism 
• Energy Conservation 
• Energy Audits 
• Weatherization 
• Recycling 
• Forestry/Reforestation 
• Erosion Control, Stream Clearance 
• Trail Construction, Park Restoration 
• Animal and Wildlife Habitat Projects 
• Wetlands Protection, Water Pollution Control 
• Other 
Public Safety 
• Fire Prevention and Control 
• Search and Rescue 
• First Aid 
• Law EnforcementlCrlnUnai Justice 
• Pest and Disease Control 
• Other 
Exhibit 7 
Participant Activities 
• 
• 
•
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Exhibit 7 (continued) 
Major Community Service Activities Provided by Participants in This Project 
Disaster Response 
• Erosion, Flood, Drought, and Storm Damage Assistance and Control 
• Clean-up and Repair 
• Other 
Other 
• Special Events 
• Public Surveys 
• Public Relations 
• Organizational Management! Administrative Support Services 
• Other 
• 

In-Service Services Provided for Participants in This Project 
Basic Education 
• Basic Skills, Literacy 
• Journal Writing 
• English as a Second Language (ESL) 
• General Education Development (GED) Preparation 
• Tutoring, Other Preparatory Assistance 
• Dropout Prevention 
• Other 
Vocational Education 
• Occupational Skills Training 
• Work Experience, Job Shadowing, etc. 
• Career Awareness, Job Search Skills 
• Other 
Participant Development 
• Leadership Training 
• Self-Esteem Enhancement 
• Reflection/Group Discussions 
• Citizenship 
• Team Building 
• Service Ethic 
• Other 
Life Skills 
• Parenting and Family Management 
• Nutrition 
• Personal Health Care 
• Personal Finances 
• Individual or Group Counseling 
• Interpersonal Skills 
• Substance Abuse Prevention 
• Substance Abuse Treatment 
• Other 
• 
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• 	 Human Service. Services provided to individuals and groups in need of assistance. • 
• 	 Conservation and Environmentalism. Activities to conserve natural resources 
including energy, forests, and wildlife. Conservation activities include Recycling, 
Weatherization, Forestry/Reforestation, and Energy Conservation Projects. 
• 	 Public Safety. Activities aimed at the safety and well-being of the public. Public 
Safety activities include, Fire Prevention and Control, First Aid, Law Enforce­
ment/Criminal Justice. 
• 	 Disaster Response. Activities to prevent or clean up damage from natural disasters. 
• 	 Other. These include Special Events, Public Surveys, and Other. If any of these 
activities apply to the project, indicate it here. 
B. 	 Major In-service Services Provided For Participants 
This part of the section captures services provided to participants in the project. Check 
all the categories that apply. 
• 	 Basic Education. Education in computational and language skills or GED prepara­
tion. Subcategories include Basic Skills, Literacy, ESL, GED preparation, and • 
Dropout Prevention. 
• 	 Vocational Education. Instruction in job-specific skills. This category includes 
work experiences used to educate participants about job requirements. 
• 	 Participant Development. Activities designed to promote team-building, and an 
awareness of one's self and one's community. Many of the activities commonly 
associated with service learning (such as Reflection/Group Discussions) are included 
here. 
• 	 Life Skills. Activities designed to teach basic responsibilities such as nutrition, 
parenting, balancing a checkbook, and looking for a job. Examples of life skills 
subcategories include Personal Finances, Parenting and Family Management, and 
Substance Abuse Prevention. 
•
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PROJECT ACCOMPLISHMENTS FORM 
OVERVIEW 
The Project Accomplishments form is used to record the achievements of each project 
once it is finished. Subgrantees are asked to report on each project's accomplishments. 
The form also provides an opportunity to explain why planned activities may have been 
difficult to realize and to describe barriers that needed to be overcome. It is also the place to 
talk about any changes that were made to the project plans or any obstacles encountered along 
the way. It is natural for plans to change-better objectives are defined after a project is started, 
some of the initial plans may have been overly ambitious, and sometimes unanticipated obstacles 
make it difficult to accomplish the original objectives. It is important that national policy-makers 
know which objectives are hard to meet so extra assistance can be provided to that type of 
project. 
Strategies that are employed to address problems that arise during implementation are also 
reported here. The Commission wants to be aware of these strategies to improve local program 
planning and implementation. The strategies can also be shared with other grantees operating 
similar projects. 
WHO SHOULD USE THIS FORM? 
The Grantee is responsible for completing the Project Accomplishments form. They 
should assure that the person completing this form is familiar with the project's accomplishments 
and will be able to answer the Commission's questions about the information on the form. 
Generally this will be a person such as the Project Director or a Subgrantee Community Service 
Coordinator. 
WHEN SHOULD THIS FORM BE USED? 
Project Accomplishment forms should be completed and returned to Abt Associates at the 
end of each project. Submit Project Accomplishment forms completed during the month by the 
20th day of the month following the end of the project. 
GENERAL INSTRUCTIONS 
The Project Accomplishments form revisits the planned objectives listed at the beginning 
of the project on the Project Description form. Before completing the Project Accomplishments 
fonn, retrieve a copy ofthe corresponding Project Description fonn for this project. Review 
Section IT of the Project Description form, where the planned objectives and method of 
measuring accomplishments were listed. Begin completing the form by listing the original 
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objectives and their outcomes in the same order that they were listed on the Project Description • 
form. Then, add new objectives, if any, that were added after the project began, as well as their 
outcomes. 
The form is divided into five parts: 
Part I: Identification provides identifying information about the project. 
Part IT: Summary of Project Services is used to report on the number of participants 
who participated in the project and the hours of service provided. 
Part ill: Products and Accomplishments revisits the planned project objectives as well 
as new objectives which were developed after the project began, and reviews the 
accomplishments of the project. 
Part IV: Additional Discussion of Objectives provides a narrative explanation of any 
differences between planned and actual accomplishments, as well as effective strategies 
used in response to obstacles that may have been encountered. 
Part V: Comments and Narrative is an optional section that allows for expanded 
discussion of project accomplishments, activities, and outcomes. 
QUESTION By QUESTION INSTRUCTIONS 
I. Identification • 
Information in this section identifies the subgrantee and project. The first five items 
(shown below with an asterisk) should match the Project Description form for this project. 
Please provide: 
• 	 The Grantee* and Subgrantee name(s)* . If the grantee and subgrantee are the same 
entity, write "Same" in the place provided for subgrantee name 
• 	 The Subgrantee Identification Number*. Enter the subgrantee number provided 
by Abt. 
• 	 Project Name*. Record the project name exactly as it appears on the Project 
Description form. 
• 	 Project Code*. Enter the project code assigned on the Project Description form. 
• 	 End Date-Project or Reporting Period. Enter a numeric date. For example, if the 
project ends on May 24, 1994, enter as "05/24/94." 
•
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• 
• Name of Person to whom questions should be addressed, telephone and FAX 
(facsimile) number. Please provide a second phone number, such as another 
extension, if one is available. 
• 	 Date Fonn Completed. Enter a numeric date. For example, if the form is 
completed on June 15, 1994, enter as "06115194." 
n. Summary of Project Services 
The Summary of Project Services reports the levels of community service generated by 
the project, the number of people involved (and served), and the hours of service provided. 
A. Service Levels 
• 	 Number of Participants. The total number of participants is the number of 
individuals who were enrolled in the community service program and participated in 
the project at any time during the current grant year. 
• 
Participants are defined as individuals who provide community service and to whom 
in-service training and assistance is provided, whether or not they go through a 
formal "enrollment" process. Participants are those individuals with a formal and 
ongoing attachment to the program, not people who "show up" for a single event. 
In program programs, participants are paid and are generally referred to as particip­
ants. 
• 	 Number of Non-Participant Volunteers. The number of individuals who, though 
not enrolled as participants, assist in the operation of a CNCS-funded project by 
providing volunteer services. Examples of non-participant volunteers are volunteers 
at a service event organized by participants, businessmen who volunteered as tutors 
or mentors, people who donated their time to instruct participants on life skills, and 
people who volunteer to assist in the administration of the program. These individuals 
should be counted on this line only. They are not considered participants. 
• 	 Number of Applicants. If individuals apply for participation in a specific project, 
report the number of individuals who applied for this project. If applications are 
taken by a subgrantee that later assigns individuals to more than one project, it may 
not be possible to know the number of people who applied for this particular project. 
In that case enter "not applicable." 
• 	 Participant Hours. The total number of hours of participation on the project by all 
participants who were active on the project at any time. Both hours devoted to 
community service and hours spent on non-service activities should be included. This 
item should equal the sum of all hours listed in the eleven categories of services in 
• 	
part n.B of this form (Total Hours of Service by Activity.) 
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• 	 Hours of Community Service Provided by Non-Participant Volunteers. The total • 
number of hours devoted to the project by all non-participant volunteers, at any time 
during the life of the project. 
• 	 Number of Beneficiaries (Individuals Served) if available. If the number of 
individuals who benefitted from the community service programs during the reporting 
period is tracked, the number should be entered on this line. Beneficiaries are 
individuals who directly benefit from the community service provided by participants 
and non-participant volunteers in the project. Beneficiaries might include individuals 
such as school children who are tutored by participants, users of a picnic area built 
by participants, teachers at a school where participants provided classroom assistance, 
or members of families in low-income housing units repaired by participants. 
The count of beneficiaries should not include participants, non-participant volunteers, 
or staff who were responsible for providing the community service. 
B. Total Hours of Service by Activity 
In Section n.A of the form, the TOTAL hours spent by participants were reported. Since 
the type of service is also an important measure of the level of participation in community 
service projects, section n.B (Total Hours of Service by Activity) requests a fmer presentation 
of service hours. Hours should be reported two broad categories: Community Service and 
Non-service. The categories, both broad and specific, are discussed below. Refer to Exhibit 
7 in the section on the Project Description form for additional examples of the types of service 
which may be included in each category. • 
• 	 Hours Spent in COMMUNITY SERVICE Activities: Project Total for All 
Participants. Time spent by participants in the provision of community service. In 
each box report the total amount of time spent in the category by all participants in 
the project. There are six categories of service. Defmitions of the categories are as 
follows: 
.. 	 Education. Services designed to assist individuals or institutions in the provision 
of instruction and training. Examples include tutoring, mentoring, classroom 
assistance, and literacy training. 
.. 	 Community Improvement. Individual or group activities designed to create or 
improve community amenities or facilities. Examples include renovating public 
facilities, constructing low-income housing, developing parks, and making 
facilities accessible to disabled individuals. 
.. 	 Human Service. Services provided to individuals and groups in need of 
assistance. Examples include health advocacy and education, food banks, food 
drives, and soup kitchens, and substance abuse prevention activities. 
•
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• 
... Conservation and Environment. Activities to conseIVe natural resources 
including energy, forests, and wildlife. ConseIVation activities include recycling, 
weatherization, forestry/reforestation, and energy conseIVation. 
... 	 Public Safety. Activities aimed at the safety and well-being of the public. 
Public safety activities include fire prevention and control, first aid, law enforce­
ment/criminal justice, and crowd control. 
... 	 Other Service. Includes any community seIVice activities that are not applicable 
to prior categories. Some examples are cleanup after natural disasters, special 
events and public sUIVeys. 
• 	 Hours Spent in NON-SERVICE Activities: Project Total for All Participants 
This category includes hours spent on program activities other than direct community 
seIVice-primarily in-seIVice training and other seIVices provided to participants. 
Record the total hours spent in each category by all participants in that category: 
• 
... Program-Related Classroom Hours. This is the classroom portion of seIVice 
learning. It includes courses about community seIVice, classroom academic 
instruction that is funded through the program, community seIVice lessons within 
mainstream academic courses, life skills courses or lessons, and other in-class 
portions of the program. 
... 	 Other Non-Service Hours. This category includes time that (1) is spent on 
program activities other than direct community seIVice, and (2) does not fall into 
one of the non-seIVice categories already listed. Among the activities that fall in 
this category are administrative and organizational time such as that spent 
completing timesheets and other paper work, attending general pUIpose meetings, 
or assisting with office work. 
m. Products and Accomplishments 
List products and activities that help accomplish a project objective, and detail how the 
accomplishment was measured. Use precise measurements where possible. For example, if 
the project conducted a neighborhood cleanup day, be sure to list how many volunteers were 
recruited. If the project included presentations to elementary school classes, indicate the number 
of presentations, how many students attended, etc. 
• 	 Planned Objectives, Products and Activities. List the same objectives, in the same 
order as they were listed on the Project Description form. If the project added 
objectives, list them after the original objectives and note them with an asterisk. If 
more space is needed to describe new objectives, discuss those objectives in Section 
• 	
IV. 
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If new objectives are listed, describe them as specifically as possible. Include details • 
such as the planned number of participants, type of beneficiaries served, activities 
planned or products completed. Provide numerical objectives where applicable. If 
more space is needed to describe new objectives, discuss those objectives in Section 
IV. 
• 	 Completion Status. For each of the planned objectives, indicate whether the 
objective was completed, and whether it was completed on time. 
• 	 Outcomes. Describe the outcomes of products and activities, and the accomplish­
ments related to the objectives. Use numeric descriptions when applicable. For 
example, "tutored 35 children" is more precise than "tutored children." Not all 
outcomes, however, are quantifiable. 
• 	 How Were Accomplishments Measured. Refer to the Project Description for 
planned measurements. Indicate if these planned measurements were used. Discuss 
other ways that the accomplishments were measured. 
Measurements may involve fonnal numerical counts, e.g., customer satisfaction 
surveys, reading tests, dollar value of products, reduction in vacancy rates. Other 
measures may not be numeric, e.g., an advisory board fonnally approves the work, 
or the host agency accepts the products. 
IV. Additional Discussion of Objectives • 
Some grantees may need more space to discuss the original objectives planned and newer 
objectives that were added after the project began, and why changes occurred along the way. 
This section provides space to expand the discussion of objectives in Section ill. In part A, 
discuss reasons for dropping some objectives or adding new ones; in part B, include a discussion 
of the obstacles, if any, encountered while trying to meet an objective. 
V. Comments and Narrative 
This optional section may be used to describe other aspects of the project that are 
important to understanding the project's activities and objectives. For example, are the project 
objectives linked by some underlying theme? Are all the objectives targeted to a broader goal, 
such as providing community service to a certain neighborhood or school? In addition to the 
accomplishments measured in Section ill, were there other accomplishments that are difficult 
to quantify? Is there a lasting legacy of this project? Who will continue to benefit from the 
activities of this project? 
•
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• 	
PARTICIPATION AND SERVICE REpORT 
OVERVIEW 
The Participation and Service Report gathers infonnation on the types of participants and 
service activities that take place under the Serve-America programs. The Report will be used 
to detennine the scope of community service activity and the characteristics of the individuals 
who are involved in community service through these projects. 
Infonnation on the Participation and Service Reports is requested at the project level. 
Complete one fonn for each project operated, in part or wholly, with CNCS funds. 
WHO SHOUW COMPLETE THE FORMS 
Grantees are responsible for ensuring that all Participation and Service reports are 
completed accurately and submitted on time. The grantee may not have all the required 
infonnation since all infonnation is reported on individuals projects. Grantees should make 
arrangements to assist knowledgeable subgrantee and project staff in completing the reports. 
WHEN SHOUW THE FORMS BE COMPLETED? 
• 	 The fonns should be completed at the end of each semester or tenn, including summer 
sessions. Fonns should be submitted within 30 days of the end of the tenn or semester. 
Some Serve-America programs are community, rather than educationally based. 
Community-based programs will often operate in conjunction with an educational institution. 
Community-based programs should complete the fonn at the end of the semester or tenn of 
the affiliated school system. 
The completed fonns should be sent to: 
Community Service Processing Department 

Abt Associates Inc. 

55 Wheeler St. 

Cambridge, MA 02138-1168 

GENERAL INSTRUCTIONS 
• 
The Participation and Service Report collects infonnation on activities of a single project, 
during a single year. The year begins with the summer tenn and ends with the spring semester 
or tenn. While a service course or program may be repeated over the course of several years, 
each year of the program/course should be treated as a separate project for reporting purposes . 
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To complete the Participation and Service Report, information for an entire term or • 
semester must be tabulated. In order that this information be available when needed, the 
information must be collected on a regular basis. A local reporting system should be established 
that can capture the required information for each project. Such a reporting system will 
generally have at least three components: 
• 	 Procedures for collecting information on the characteristics of individuals at the time 
they initially enroll in any of the Service-America programs of this subgrantee; 
• 	 A mechanism or form for recording individuals' status at the time they leave the 
project; 
• 	 A system for tracking the hours spent on each project by participants and non­
participant volunteers. The tracking must be done by activity type. This system may 
track individual hours or total hours spent by a class, service team or club. 
Information on hours in the program should be collected on a frequent basis. 
Retroactive calculations of hours at the end of the semester represent unacceptably 
poor estimates. 
The Participation and Service report gathers several types of information organized in four 
sections: 
• 	 Section I: Identification - information identifying the subgrantee and project; 
• 	 Section IT: Participation - a summary of the characteristics of individuals participating •in the program; 
• 	 Section ill: Service Hours - a tabulation of the hours spent by participants and non­
participant volunteers in community service programs; and 
• 	 Section IV: Notes and Comments - an optional section which may be used to expand 
on information reported elsewhere on the form. 
Step-by-step instructions for all the sections can be found below. 
ITEM BY ITEM INSTRUCTIONS FOR FILLING OUT FORMS 
Section I. Identification 
This section provides basic information identifying the project to which the report refers. 
The information in this section should match that on the Project Description form for this 
project. 
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• 
• Grantee and Subgrantee. Please fill out the complete names of the grantee and 
subgrantee agencies in the space provided. If the grantee is also the subgrantee, write 
"same" in the subgrantee box. 
• 	 Subgrantee ID. Enter the subgrantee ID provided by Abt Associates along with 
these instructions. The list of subgrantees for which subgrantee ID numbers are 
assigned is based on current records. If the list contains incorrect entries or is 
incomplete, please FAX or mail a corrected list to Community Service Report 
Processing Department at Abt Associates at (617) 349-2670, or mail the list to the 
address listed in the "Where to Send Completed Forms" section of the General 
Procedures, above. Abt staff will return a corrected ID list. 
• 	 Project Name. Enter the complete name of the project covered by the report. The 
name should match the project name on the Project Description form completed for 
this project. 
• 	 Project Code. Enter the four-digit project code assigned to this project on the 
Project Description form. 
• 
• Reporting Period Covered. The start date and end dates for the period should be 
the official start and end dates for the term or semester. List the date in numeric 
format (e.g. 06124/92). 
• 	 Date form Completed. Enter the date the form was completed. Use numeric 
format. 
• 	 Completed by. In the space provided, please type or print the name of the 
individual is responsible for answering questions about the information contained on 
the form. 
• 	 Telephone and Fax Numbers. Please provide the telephone and facsimile 
transmission number of where the person completing the form can be reached. 
Section ll. Participation 
This section reports the level of participation for students and other program participants. 
The first part of the section (Participation Summary) provides total counts of participants as well 
as non-participant volunteers and beneficiaries of the community service activity. The second 
part (Participant Characteristics) lists the number of participants who are in various demographic 
categories. The last part of the section (Status at the End of Participation) lists the outcomes for 
student participants who have left the project. Together, the data in this section describes the 
types of individuals who take part in community service projects and what happens to them when 
• 
they leave the project. 
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Participation Summary. Please provide counts of the following: 
• 	 Total Participants. The total number of participants is the total number of •individuals who participated in the community service project any time from the start 
of the year through the end of the reporting period. The year begins with the 

summer term or semester. 

Participants are dermed as individuals who provide community service and to whom in­
service training and assistance is provided, whether or not they go through a formal 
"enrollment" process. Participants are those individuals with a fonnal and ongoing 
attachment to the project, not people who "show up" for a single event. 
• 	 New Participants (this period). Please supply the number of new participants, 
individuals who enrolled in, or were assigned to the project during the current period 
(semester, term or summer). 
• 	 Number Ending Participation. The number of participants who ended their 
participation during the reporting period. This is the subset of individuals listed on 
the total participant line who left the project (for any reason) on or before the end of 
the reporting period. If the project ends during the reporting period (for example, 
at the end of the school year), this figure might equal that for total participants. 
• 	 Total Non-Participant Volunteers. The number of individuals who, though not 
enrolled in a project as participants, assisted in the operation of a CNCS-funded 
project by providing volunteer services. Examples of non-participant volunteers are •
parents who help out in a classroom, volunteers at a service event organized by 

participants, businessmen who volunteer as tutors or mentors, people who donate 

their time to instruct participants on life skills, and people who volunteer to assist in 

the administration of the project. These individuals should be counted on this line 

only. They are not considered participants. l 

• 	 Number of Beneficiaries (if known). This item is an optional field that should be 
used by projects which track the number of individuals who benefit from the 
program. Enter the number of individuals who benefitted from the community 
service project. The count should be cumulative from the start of the reporting year. 
The count of beneficiaries should not include student participants, non-participant 
volunteers, or staff who were responsible for providing the community service. It 
might include individuals such as school children who are tutored by participants, 
users of a picnic area built by student volunteers, or members of families in low­
income housing units repaired by participants. 
I. Paid program staff should not be included in this count. 
•
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• 
Participant Characteristics. Please provide counts of the number of participants in each 
of the items and categories listed. Include only participants who were active in the project at 
any time from the start of the reporting year through the end of the reporting period. Do not 
include any non-participant volunteers. 
• 	 Age. Record the number of participants in each age category. Age should be 
determined as of the initial date of the current enrollment in the subgrantee running 
the project. 
• 	 Gender. Enter the total number of participants by gender. 
• 	 Race/Ethnicity. Race or ethnicity should be recorded in the category with which the 
participants most closely identify. The categories are: 
~ White (not of Hispanic origin); 

~ African American (not of Hispanic origin); 

~ Hispanic; 

~ Asian/Pacific Islander; 

~ American Indian/ Alaskan Native. 

• 
• School Status. Provide counts of the number of participants who were attending or 
not attending school just before they entered the community service program at the 
subgrantee. The in-school category includes individuals who were on break at the 
time of entry but who were planning on returning to school in the next term. 
There are two out-of-school categories. Out-of-School/High School Dropouts are 
participants who had not received a high school diploma or equivalent and who are 
not in school. High School Graduate/GED are individuals who are not currently 
in school but who have graduated from high school or earned an equivalency 
certificate. 
• 	 Other Characteristics. Provide counts of student participants who, at the time of 
enrollment, were teenaged parents, homeless, economically disadvantaged or 
educationally disadvantaged. Student participants may be in more than one of these 
categories. 
~ 	 Teen Parents are participants under twenty years old who have responsibility for 
children of their own. 
~ 	 Homeless are student participants who, during the 12 months prior to enrollment, 
spent one or more nights in a shelter or other temporary housing facility or were 
without shelter as a result of loss of or interruption in residence in a permanent 
housing unit. 
• 
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II> 	 Economically Disadvantaged are members of low income families. The • 
determination of economic status for subtitle B.l projects will be based upon 
eligibility for projects which may be known to teachers and project staff or 
available in school records. This includes individuals who are economically 
eligible for Free and Reduced cost lunches, Job Training Partnership Act (JTPA) 
projects such as summer youth employment projects, Food Stamps, Aid to 
Families with Dependent Children (AFDC) , or other income-tested welfare 
programs. 
II> 	 Educationally Disadvantaged is a status is based on the past educational 
performance of the student participants. This category includes individuals who 
are eligible for Chapter 1 or Special Education projects, as well as individuals 
who have demonstrated low academic performance-reading more than two years 
below grade level or having been retained in a grade at least once. 
Status at End of Participation 
This section reports information on individuals who left the project during the reporting 
year through the end of the reporting period. The counts in this section should be less than or 
equal to the "Total Ended Participation" number in the Participation Summary. The counts in 
this section should be based on the status of participants at the time they left the project. 
Reason Left. This section records reasons each participant left the project. The sum of 
the counts in this section should not exceed the total ended participation. •
Supply a count of individuals in the one category that best describes their reason for 
leaving. 
Individuals will rarely move into their next endeavor immediately following their last day 
in the project. They should be recorded in one of the post-project activities if they moved into 
the activity with only the normal delays for such a transition. For example, if an individual 
enrolls in school at the end of the project but cannot enter school until the next semester starts, 
they may still be recorded as returning to school or training at the end of their community 
service project. 
II> 	 End of Program/Reached Maximum Time in Program includes individuals 
who ended participation when the project ended. It also includes participants who 
left the program after reaching the maximum time an individual is expected to 
spend in the project. 
Note: If the person then graduated from school, entered another project, entered school, 
training, employment, the military or another community service project, they should be 
counted in that category rather than in the End of Program category. 
•
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• 
... Enrolled in Another Project. Completed participation 10 this project but 
remained a participant in other projects at the subgrantee. 
... 	 Graduated includes individuals who graduated from high school. 
... 	 Return to School/Training (out of school youth) includes individuals who were 
not in school at the time they entered the program and who returned to school or 
entered a training program upon completion of the community service project; 
... 	 Remained in School. Includes in-school students who remained in school at the 
end of participation. 
... 	 EmploymentlMilitary/Community Service includes individuals who entered or 
returned to a part or full-time job; any person who fonnally enlisted in active 
duty in the U.S. Anned Forces, individuals who entered a community service 
program such as VISTA, a youth service corps, the Peace Corps, or a state or 
local community service program. 
... 	 Expelled/Suspended reports all individuals who were dismissed or suspended 
from the project for disciplinary, behavioral, or other reasons. In school-based 
projects include individuals who left the project when expelled from school. 
• 
... Quit/Left for Personal Reasons is the item used to count individuals who left the 
project voluntarily prior to completion of the full project or its requirements. 
This item includes individuals who left without explanation as well as those who 
left for personal reasons, such as their family moving from the area, poor health, 
death, or family care responsibilities. 
Outcome. This section records the status of student participants at the end of their period 
of participation in the project. Please provide counts of individuals for the two categories. 
... 	 Satisfactory Completion enter the count of all individuals who completed the 
project and, in the judgement of teachers or other project staff, satisfactorily met 
all the project requirements for perfonnance and length of stay. 
... 	 Academic Credit Received includes individuals who earned credit towards high 
school graduation or completion of another academic degree for satisfactory 
completion of a community service project. 
m. Service Hours 
• 
Another measure of the level of participation in community service projects is the hours 
of service. Enter the total hours of participation in the project during from the start of the 
reporting year through the end of the reporting period (semester or tenn). Hours are to be 
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counted separately for participants and non-participant volunteers; and within each of those • 
categories, separately by type of activity. Hours of service for participants are recorded in two 
general categories, Service Activities and Non-Service Activities. Non-participant volunteer 
hours are counted only in service activities. 
Hours - Service Activities is the time spent by participants and non-participant volunteers 
in the provision of community service. In each box report the total number of hours spent in 
the category by all individuals in the project. Hours in each category should be reported 
separately for participants and non-participant volunteers on the lines indicated. There are six 
categories of service. Definitions of the categories are as follows: 
~ 	 Education. Services designed to assist individuals or institutions in the provision 
of instruction and training. Examples include tutoring, mentoring, classroom 
assistance, and literacy training. 
~ 	 Community Improvement. Individual or group activities designed to create or 
improve community amenities or facilities. Examples include renovating public 
facilities, constructing low-income housing, developing parks, and making 
facilities accessible to disabled individuals. 
~ 	 Human Service. Services provided to individuals and groups in need of 
assistance. Examples include health advocacy and education, food banks, food 
drives, and soup kitchens, and substance abuse prevention activities. 
~ 	 Conservation and Environment. Activities to conserve natural resources •
including energy, forests, and wildlife. Conservation activities include recycling, 
weatherization, forestry/reforestation, and energy conservation. 
~ 	 Public Safety. Activities aimed at the safety and well-being of the public. 
Public safety activities include fire prevention and control, first aid, law enforce­
ment/criminal justice, and crowd control. 
~ 	 Other Service. Includes any community service activities not included in prior 
categories. Examples include cleanup after natural disasters, Special Events and 
Public Surveys. For non-participant volunteers only, this category also includes 
time spent providing services to participants or assisting in project administration. 
Participant Hours: Non-Service Activities includes hours spent on project activities 
other than direct community service, primarily coursework and classroom training and 
administrative duties. In each box record the total hours in the category spent by all participants 
in the project. Hours ofNon-Participant Volunteers should not be reported in these categories. 
Definitions of the categories are as follows: 
•
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• 
~ Program-Related Classroom Hours. This is the classroom portion of service 
learning. It includes courses about community service, classroom academic 
instruction that is funded through the project, community service lessons within 
mainstream academic courses, life skills courses or lessons, and other in-class 
portions of the project. 
~ 	 Other Hours. Any other non-service project hours. Examples are counseling 
sessions, meetings of service clubs, and administrative activities such as 
completing time sheets and enrollment fonns. 
Total Hours (Service + Non-Service) is the sum of the eight (8) other categories. This 
box records the total hours spent in community service projects by all participants and non­
participant volunteers, and the total hours spent in non-service activities from the start of the 
reporting year to the end of the reporting period. 
IV. Notes and Comments 
Use this section to provide further explanation of any item reported in the previous 
sections. You may also use this section to report data elements, not already reported in other 
sections, which you feel are important to a full presentation of the level of participation in your 
projects. 
• 
• 
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FORMS FOR PROJECTS WITHOUT PARTICIPANTS 
OVERVIEW 
For projects which do not enroll participants, there are two fonns to complete-the Project 
Description fonn for Capacity-Building or Planning Projects and the Project Accomplishment 
fonn for Capacity-Building or Planning Projects. These fonns are similar to the companion 
fonns for projects with participants. 
The Project Description For Capacity Building Project Accomplishments fonn 
describes planned services and objectives of capacity building or planning projects. "Capacity 
building or planning projects" include grants for curriculum development, staff development and 
training, local partnership development, research, infonnation dissemination, planning and other 
projects not enrolling participants. The fonn provides separate sections for describing each type 
of project. 
The Project Accomplishments for Capacity Building or Planning Projects fonn is 
completed at the end of the project. 
• 
• 

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B. I 

• 

• 

•

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle 8.1 

• 
PROJECT DESCRIPTION FORM FOR CAPACITY-BUILDING OR PLANNING PROJECTS 
OVERVIEW 
The Project Description form for Capacity-Building or Planning Projects is designed 
specifically for CNCS-funded projects that do not enroll participants. This includes projects 
where the objectives are: to develop curricula to integrate community service into the 
educational process; to conduct research and to disseminate information about community 
service; to develop local partnerships to support community service activities; and to plan for 
community service activities. 
The Project Description form is the starting point for project tracking. The form 
describes the key features and the planned goals and timetable of each capacity-building or 
planning project run by the grantee or subgrantee. At the end of the project another form, the 
Project Accomplishments form for Capacity-Building or Planning projects, will be completed 
to determine whether planned goals were met. 
Complete a Project Description form for each capacity building or planning project funded 
by a CNCS grant. A "project" is any activity funded under the National and Community 
Service Act, resulting in a specific identifiable service or product. 
• 
WHO SHOUW USE THIS FORM? 
The grantee receiving funding from the Commission is responsible for ensuring that the 
report is completed accurately, checked, and sent in on time. They should work with the 
subgrantee and project to make sure that the form is completed by the staff who are most 
knowledgeable about the project. 
WHEN SHOULD THIS FORM BE FILLED Our? 
Project description forms should be completed whenever a new project begins. If 
possible, complete the form before the project's actual start-up, as soon as the project design is 
final. Submit all Project Description forms completed during the month by the 20th day of the 
following month. 
Please keep a copy of all Project Description forms for your records. The Project 
Description form is an important reference to use when the Project Accomplishments form is 
completed at the conclusion of the project. 
• 
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GENERAL INSTRUCTIONS 
The Capacity Building Project Description form is to be used only for projects with no •participants. If a project has both a capacity-building and a participant component, use the 
Project Description form for participant-serving projects. List the capacity-building activities 
among the project's planned products and Objectives. 
Some capacity building projects may test products on individuals who are similar to the 
participants for whom the products are intended. If those individuals are involved with the 
project solely to test capacity building products, they should not be considered participants and 
the capacity-building forms should be used when reporting on the project. 
Some examples may be illustrative: 
Example or Project Types Proper Use or Forms 
A project is funded only to plan a future project and to 
develop a solicitation to identify an organization to run 
the program. 
Use the Capacity-Building forms. 
Funding is provided for a two-stage project. During Use the forms for participant-serving pro-
the first phase a project is planned. During the second jects. List the planning objectives, com­
phase the project is implemented and operated. pletion dates, and work steps in the Planned 
Objectives, Products and Activities section 
of the Project Description form. 
Funding is provided for a two-stage project. A life Use the forms for participant-serving pro-
skills course for the project is planned during the first jects. List the objectives related to course 
phase and is implemented for all project participants design, their completion dates, and work 
during the second phase. steps in the Planned Objectives, Products 
and Activities section of the Project De­
scription form. 
Funding is provided for a project to develop a life Use the Capacity-Building forms. The 
skills training component for use in community service individuals are not participants in this pro-
projects. Some individuals representative of typical jeet since their sole role is to test the curric­
participants are brought in to test the curriculum. ulum. The project does not implement the 
life skills component as an adjunct to provi­
sion of community service. 
• 

The Project Description fonn for capacity-building or planning projects is less structured 
than the version for participant-serving projects. When completing the project description forms, 
please include detail necessary to specify the unique features of the project. 
•

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B.l 

Project Description Form for Capacity-Building or Planning Projects, page 5 
• 
QUESTION By QUESTION INSTRUCTIONS 
The Project Description fonn For Capacity Building or Planning Projects has three parts: 
I) Identification; II) Project Descriptions and Plans; and ill) Additional Project Description. 
Note that while it is necessary to provide all of the infonnation contained in Part I, only those 
portions of Part II related to the type of activity that is being undertaken need be completed. 
For most projects, only one page in Part II needs to be completed. Part ill allows the 
subgrantee or grantee to provide a narrative description of the project, particularly key features 
that may not have been fully explained in Part II. 
I. 	 Identification 
Infonnation in this section will be used to identify the grantee, the subgrantee, the 
particular subgrantee project, and the person to contact if there are questions about the fonn. 
The section also identifies scheduled starting and ending dates for the project and contains 
identification numbers which will allow the infonnation on the fonn to be linked to infonnation 
reported elsew here. Please provide: 
• 	 The Grantee and Subgrantee Name(s). Please fill out the complete names of the grantee 
and subgrantee agencies in the space provided. If the grantee and subgrantee are the same 
entity, write "Same" in the place provided for subgrantee name. 
• 
• The Subgrantee Identification Number (ID) is a nine-digit number provided by Abt. 
The ID number entered on this fonn must be identical to the number used to identify this 
subgrantee on the Subgrantee Summary fonn. If the grantee has not received a 
Sub grantee ID for this subgrant, they can obtain the infonnation through the EIS hotline 
(1-617/349-2506). List the grantee name and the full name and address of the subgrantee 
on the Question/Problem Fonn (see Appendix A) and send it by fax or mail to the 
location listed in the Where to Get Help section of the General Procedures chapter. 
• 	 Project Name. List the name of the project as it is known to the subgrantee. Use this 
same name whenever referring to the project. 
• 	 Project ID. The project ID is a unique number identifying the project. The code may 
be any four digit number as long as it has not been used by the subgrantee for other 
projects, active or inactive, including participant-serving projects. 
Once the project code is assigned it must not change, and should be used whenever 
identifying the project on the Project Description or Project Accomplishment fonns. 
Grantees may want to keep a log of project names and IDs to prevent duplication and mis­
assignment of codes. 
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• 	 Project Start Date/Scheduled End Date. The (planned) first and last days project 
activities will take place on a CNCS-funded project. Some projects may receive funding 
from CNCS and other sources. The reported end date of the project should be the last •date project activities are planned even ifCNCS funds are used only for a portion ofthe 
project's duration. Record the date in numeric fonnat. 
• 	 Person to Contact, Telephone, Fax (facsimile number). Use this section to record the 
name of the person who should be contacted about infonnation reported on the Project 
Description fonn if this person is different from the project contact. 
• 	 The Address. Street, city, state and zip code of the organization administering the 
project, preferably an address where the contact person can be reached. 
II. 	 Project Descriptions and Plans 
This section provides specific infonnation about the project. Infonnation is first requested 
about the type of organization that is administering the project and the type(s) of planned grant 
activity: pre-service or in-service training, curriculum development, local partnership 
development, research/dissemination, planning, or other. The remainder of the fonn is 
completed based on the types of grant activities that have been checked. There is a separate 
section corresponding to each type of activity. 
• 	 Type of Administering Organization. An "administering organization" is the agency 
with financial and management responsibility for the project. Select one from the list •provided. If none of the choices provided adequately describe the type of administering 
organization, check "other" and write in the type of organization. 
Local Government. A public agency that is engaged in meeting human, social, 
educational, or environmental needs; includes public safety. 
State Government. A public state-level agency that is engaged in meeting human, social, 
educational, or environmental needs. This category includes state funded service and 
conservation program. 
Indian Tribe. An Indian Tribe, nation, band, or other organized group or community, 
including any Alaska Native village or regional or vir'ge corporation as defined in or 
established pursuant to the Alaska Native Claims Settlement Act. 
Community-based Organization. A private non-profit agency that is representative of 
a community or a significant segment of a community and that is engaged in meeting 
human, educational, or environmental community needs, including public safety 
organizations, and community action agencies. 
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Private Non-profit. Any incorporated or unincorporated entity that (1) is operating for 
charitable, or educational purposes; and (2) does not provide net earnings to, or operate 
in any other manner that inures to the benefit of, any officer, employee, or shareholder 
of the entity. 
Education Institutions: 
Elementary School. The first six to eight years of a child's formal education. 
Middle/Junior High School. A school in the US school system that generally 
includes the 6th, 7th, 8th, and sometimes 9th grades. 
High School. A secondary school in the US school system that includes grades 9 or 
10 through 12. 
School District. A limited area within a state often comprising several towns that 
functions as an administrative unit of a public school system. 
Consortium of School Districts. A joint CNCS grant or subgrant to two or more 
school districts submitting a joint grant application. 
2 Year College. A school of higher learning that grants an associate's degree or 
other two-year degree or certificate. 
4 Year College/University. A school of higher learning that grants the bachelor's 
degree in liberal arts or science or both. 
If the administering organization is an educational institution, indicate the level and 
whether the school is public or private. 
• 	 Type of Grant Adivity. The specific activities that will be undertaken through the 
project. Please check all that apply. If none of the listed activities adequately describe 
what is planned, please check "other" and write in the type of activity. 
Pre-Service/In-Service Training. These projects focus on training staff or potential 
staff of community service programs, including school and college faculty who will 
be using community service as part of the educational curriculum. If you check this 
box, complete page 2 of the Project Description form. 
Curriculum Development. The objective of these projects is to design curricula 
which integrate community service into the educational process. The products may 
be designed for use in either academic or non-academic settings. If you check this 
box, complete page 3 of the Project Description form. 
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Local Partnership Development. These projects generally include state-sponsored 
initiatives aimed at fonning local partnerships to develop school-based community 
service programs. Please note that local partnerships or adult volunteer efforts to 
improve the education of at-risk student, dropouts, and out-of-school youth should 
be reported on the Project Description fonn for participant-serving projects. 
Research/Dissemination. This category includes projects to conduct research on 
improved community service as well as projects to disseminate the research findings 
or other infonnation on community service. Information clearinghouses fall under 
this category. If you check this box, complete page 5 of the Project Description 
fonn. 
Planning. These projects are designed to develop community service programs for 
implementation. If you check this box, complete page 6 of the Project Description 
fonn. 
Other. Like the projects listed above, projects in this category do not enroll 
participants. However, they do not fit into any of the categories just described. If 
you check this box, please take special care to describe the key features of the project 
and complete the fonn on page 6 which requests infonnation about planning and 
other activities. 
After the type(s) of activity has been identified, tum to the corresponding page for that 
activity and provide a detailed description of what is planned. Procedures for completing these 
sheets are outlined below for each activity type. 
1. 	Pre-Service/In-Service Training (Page 2) 
Complete this section for grants designed to provide pre-service or in-service training or 
other staff development activities. The section is divided into two parts: Training Plans, and 
Names of Other Participating Agencies, Organizations, Businesses. 
A. 	 Training Plans 
• 	 Training Topic. Separately list each training activity or unit that will be provided. 
For each activity, briefly describe the topics that will be included in the training. 
• 	 Type of Trainees. Check the box(es) corresponding to the type of individuals who 
will receive training: community service program staff, faculty/teachers, student 
leaders, counselors, administrators, or others. If you check the "other" box, specify 
the type of trainee. Please check all types of individuals who are expected to be 
major targets of the training. 
• 	 # Being Trained. Record the estimated number of individuals who will receive the 
training. 
• 

• 

• 
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• 
• Training Sessions (# by Quarter). Record the number of separate sessions during 
which training will be offered for each calendar quarter. Record the total number of 
sessions offered for the year. This section is intended to provide a general overview 
of the project schedule. 
B. 	 Names of Other Participating Agencies, Organizations, Businesses 
• 	 In the left-hand column, list the names of any agencies, organizations or businesses 
that are participating in the pre-service or in-service training activities. List one 
participating entity in each box. If there are more than three participating organiza­
tions involved, list others in Section ill on page 7. These organizations would 
include agencies that are providing staff to conduct training, assisting with the 
administration of the project, or offering other resources to the training effort. Do 
not list contractors hired by the project to conduct training. 
• 	 Type of Organization. For each organization that is listed, identify the type of 
organization: business; community-based organization/nonprofit; federal, state, or 
local agency; educational institution or other and check the appropriate box. If you 
check "other," please describe the type of organization participating. 
• 
• Nature of Participation. Briefly describe the role that the organization will play in 
the project, for example, provide staff to conduct training, help develop the training 
curriculum, or make available a training site. 
Use Section ill on page 7 to provide a narrative description of any other key project 
features, that have not been fully covered in this section. 
2. 	 Curriculum Development (page 3) 
This section describes grants which develop curricula for use in community service 
programs, particularly projects which integrate community service into educational curricula. 
The section is divided into two parts: Curriculum Development Plans, and Institutions 
Participating in Curriculum Development. 
A. 	 Curriculum Development Plans 
• 	 Curriculum Topic. List each curriculum topic that will be developed. These may 
include curricula which include community service in mainstream academic courses, 
special courses on community service, or modules for adding academic components 
to community service. For example, a curriculum might be developed to help 
supervisors teach participants the history of facilities they are rehabilitating. 
• 
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• 	 Expected Users of Curriculum. Check the box(es) that best describes the primary • 
group(s) to whom the curriculum will be directed. Expected users may include: 
elementary or middle schools, high schools, universities/colleges; general community; 
program/community service projects; or other. If you check "other," please name 
the user group in the space provided. 
• 	 Environment in which Curriculum will be Used. Identify the environment in 
which the curriculum will be used. 
.. 	 Classroom. Designed for use in a formal classroom setting, either as a stand­
alone component or as part of a course. 
.. 	 Community/On-site. To be used by organizations in the community who are 
involved in community service, including modules to be used on site at a 
community service project. 
.. 	 Self-administered. Available for use by an individual in a location of his or her 
convemence. 
• 	 Planned Products. Describe the nature of the planned product. Products may 
include items such as syllabi, lesson plans, teacher's guides, model exercises, or 
texts. 
• 	 Planned Completion Date(s). List the month, day and year that the development 
of the curriculum will be completed. • 
B. 	 Institutions Participating in Curriculum Development 
In the left-hand column, list the names of any institutions that are participating in the 
development of curriculum under this project. In the right-hand column, describe the role that 
each institution will play in the project. For example, assisting with project design, testing 
products, reviewing or accrediting products, providing members of project advisory boards, 
providing design resources, or agreeing to use the curriculum. 
Use Section ill on page 7 to provide a narrative description of any other key project 
features that have not been fully covered on page 3. 
3. 	 Local Partnership Development (page 4) 
This section describes programs that focus on the development of local partnerships. 
Those programs may include state-sponsored initiatives aimed at forming local partnerships to 
develop school-based community service programs, or local programs involving adult volunteers 
in schools or partnerships of schools and public or private organizations to improve the education 
of at-risk students, dropouts, and out-of-school youth. The section is divided into three parts . 
•
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• 
A. Participating Institutions 
• 	 Institutions. List those institutions that will assist in operating the grant and 
facilitating the development of the partnership and list those institutions that will be 
recruited as partners. 
• 	 Planned Role. Briefly describe the role that each institution is intended to play. 
Partnership roles may include assistance with project planning and administration, or 
the organization and provision of services to students and school personnel (such as 
recruitment of mentors and tutors or provision of internships for teachers and 
students). 
B. 	 Major Products and Activities 
• 	 Activity or Product. Describe the types of activities and products. For state­
sponsored partnership activities these may include joint program development 
sessions, conferences, community service plans, requests for proposals, etc. For 
local partnerships these may include activities such as the development of mentoring 
or tutoring programs, career days or internship programs, joint fundraising efforts, 
collaborative planning sessions, etc. 
• 
• Planned Completion Date. List the dates (month, day, and year) when each activity 
or product is expected to be completed . 
C. 	 Beneficiaries of the Partnership-Other than the Partners 
• 	 Identify who, other than the partners themselves, will benefit from the partnership 
and how they will benefit. Beneficiaries include the primary individuals or organiza­
tions ultimately receive services created or developed by the new community service 
partnership. The types of benefits accrued should be part of the description. 
Use Section ill on page 7 to provide a narrative description of any other key project 
features that have not been fully covered on page 4. 
4. 	 Research and Dissemination (page 5) 
Use this section to describe both projects which conduct research to improve community 
service and projects disseminating research products and other information on community 
service. Provide the following information under Products and Methods: 
• 	 Topic of Research or Dissemination. In the first column, list each topic or product 
which will be the focus of a research project or dissemination effort. Research will 
generally will test strategies for improving community services or evaluate existing 
• 
community services strategies. Dissemination is provision of information to 
individuals and organizations interested in implementing or improving community 
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service activities. Information disseminated may include research findings, • 
descriptions of existing community service, or "how-to" information on community 
service. Included in dissemination are distribution of information on a specific topic 
through publication, presentations or other direct communication. It also includes the 
establishment of community service clearinghouses and other mechanisms for on­
going dissemination. 
• 	 Research Product If a research product (e.g., a report) is being developed, name 
and describe the planned product in the second column. 
• 	 To be Disseminated to: Use the third column to identify consumers of the products, 
e.g., students, teachers, community service organizations, service and conservation 
program staff or government agencies. 
• 	 Dissemination Method. Identify the ways in which the product will be distributed. 
Check all applicable items. If additional dissemination methods are planned, check 
"other" and identify the method to be used. 
• 	 Completion Date. Report the planned completion date (month, day, and year) for 
each research or dissemination effort. For single products the completion date is the 
date the product will be delivered. If a series of products are being disseminated use 
the date the last product will be distributed. If the dissemination is through an 
ongoing distribution center, use the date the center will be fully open. 
Use Section ill on page 7 to provide a narrative description of any other key project •
features that have not been fully covered on page 5. 
5. 	 Planning/Other (page 6) 
Use this section to describe planning and other projects that do not fit into the preceding 
categories. Because of the varied nature of these projects, the section is less structured and no 
check boxes are provided. Nonetheless, it is important that you be as specific as possible in 
describing your project. 
• 	 Planned Objectives and Products. Please list each planned objective or product 
separately. Also, please describe the objective or product very specifically. If 
possible quantify your objectives; for example, the development of a detailed RFP 
(Request for Proposal) for three adult learning programs. 
• 	 Planned Completion Date. Identify the month, day, and year that the activity is 
planned to be completed. 
•
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• 
• How Will the Accomplishments be Measured? In order to provide detail about this 
activity please identify how the accomplishments will be measured. Measurements 
can be, but do not have to be, numerical. For example, the success of a planning 
process could be measured by the acceptance of the plan by a citizen's committee or 
advisory board. 
• 	 Work Plan Steps/Activities for Achieving Objectives. To help clarify the plans, 
please list the steps that will be taken to complete the work. Be concise-list only 
major milestones to illustrate the process for accomplishing the objective. 
Use Section ill on page 7 to provide a narrative description of any other key project 
features that have not been fully covered on page 6. 
Part ill: Additional Discussion of Objectives 
• 
. You are encouraged to use this space to provide an overall description of the project that 
is being undertaken and particularly to identify those features of the project that may not have 
been fully explained in the preceding two sections. This is not a required section, but it can be 
helpful to more adequately describe the project. The section may be used to provide a broader 
project description that may not come through in the more specific project objectives and 
products. The section may also be used to identify key project features not previously listed 
such as the groups for whom service is intended, the role of this project in the community's 
overall community service plans, or side-benefits that are hoped for . 
• 
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PROJECT ACCOMPLISHMENTS FORM FOR CAPACITY-BUILDING OR PLANNING PROJECTS 
OVERVIEW 
The Project Accomplishments form for Capacity-Building or Planning Projects is 
designed specifically for projects that do not enroll participants and are funded by the 
Commission on National and Community Service (CNCS). This includes projects where the 
objectives are to develop curricula to integrate community service into the educational process, 
to conduct research and to disseminate information about community service, to develop local 
partnerships to support community service activities, and to plan for community service 
activities. 
The Project Accomplishments form gives subgrantees the opportunity to list the actual 
achievements of the project once it has ended. To do this, the subgrantee must refer to the 
Project Description Form for Capacity-Building and Planning Projects that was completed prior 
to the start of the project. The Project Description form allowed subgrantees to identify planned 
objectives and products. The Project Accomplishments form enables subgrantees to describe 
what objectives were achieved and products developed. 
In addition to describing what the project achieved, the Project Accomplishments form 
is also used to describe changes that were made to the project plans or any obstacles encountered 
along the way. Along with project changes, subgrantees are encouraged to describe strategies 
that were devised to overcome any difficulties that arose during implementation. This 
information is particularly important to the Commission as they look for way to facilitate the 
development of successful local programs. 
WHO SHOULD USE THIS FORM? 
The grantee receiving funding from the Commission is responsible for ensuring that the 
Project Accomplishments is completed accurately, reviewed, and sent in on time. Grantees 
should work with the subgrantee and project staff to make sure that the form is completed by 
individuals who are most knowledgeable about the project. Generally, this will be a person such 
as the Project Director or a Subgrantee Community Service Coordinator. 
WHEN SHOULD THIS FORM BE FILLED Our? 
The Project Accomplishments Form should be completed at the end of each project. 
Submit Project Accomplishment Forms completed during the month by the 20th day of the 
month following the end of the project. 
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GENERAL INSTRUCTIONS 
The Project Accomplishments Form for Capacity-Building and Planning Projects should •be used only for projects with no participants. If a Project Description Form for Capacity­
Building and Planning Projects was completed for at project at the outset, the Capacity-Building 
Project Accomplishment form should be used at the project's conclusion. 
The Project Accomplishment form requires that you revisit the information reported in 
the Project Description Form for Capacity-Building and Planning Projects for the project that 
is concluding. Before completing the Project Accomplishments fonn, retrieve a copy of the 
corresponding Project Description fonn for this project. 
Review Part II of the Project Description form, where the planned objectives and products 
for various types of activities were listed. This information must be repeated in the correspond­
ing sections of Part II of the Project Accomplishments form. 
The Project Accomplishments form has three parts: I) Identification; II) Accomplish­
ments; and m) Additional Discussion of Objectives. While it is necessary to provide all of the 
information requested in Part I, only need that portion of Part II related to the type of activity 
undertaken with grant funds must be completed. For most projects, only one page in Part II 
needs be completed. Part m provides an opportunity to describe in detail any additional project 
accomplishments that were not originally planned and explain any obstacles to completing the 
planned objectives. 
•
QUESTION By QUESTION INSTRUCTIONS 
I. Identification 
Information in this section will be used to identify the grantee, the subgrantee, the 
particular subgrantee project, and the person to contact if there are questions about the form. 
The section also identifies ending dates for the project and contains identification numbers which 
will allow the information on the form to be linked to information reported on the original 
Project Description Form. The first five items of the Project Accomplishments form (marked 
by an asterisk below) should match the first five items on the Project Description Form for this 
project. 
• 	 The Grantee* and Subgrantee Name(s)* . Please fill out the complete names of the 
grantee and subgrantee agencies in the space provided. If the grantee and subgrantee 
are the same entity, write "Same" in the place provided for subgrantee name. 
• 	 The Subgrantee Identification Number*. Enter the nine-digit subgrantee number 
provided by Abt Associates. The ID number entered on this form must be identical 
to the number used to identify this subgrantee on the Project Description form. 
•
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• 
• Project Name*. Record the project name exactly as it appears on the Project 
Description Form. 
• 	 Project Code*. Enter the project code assigned on the Project Description form. 
• 	 End Date of Project. The last day that project activities will take place on a CNCS­
funded project. Some projects may receive funding from CNCS and other sources. 
The reported end date should be the last date project activities are planned even if 
CNCS funds are used for only a portion ofthe project's duration. Enter a numeric 
date. For example, if the project ends on May 24, 1994, enter as "05/24/94. II 
• 	 Project Contact Person(s), Telephone, Fax (facsimile number), and Address. The 
information should identify a contact person at the subgrantee who is knowledgeable 
about project organization, funding, and project activities. 
• 	 Name of Person to Contact. Use this section to record the name of the person who 
should be contacted about infonnation reported on the Project Accomplishments fonn 
if this person is different from the project contact. 
• 	 Date Form Completed. Enter a numeric date. For example, if the form is 
completed on June 15, 1994, enter as "06/15/94." 
• 
• Project Address. Street, city, state and zip code of the organization administering 
the project, preferably an address where the contact person can be reached. 
II. Accomplishments 
This section provides specific information about the project that has been undertaken. 
You must first identify the type(s) of grant activity: pre-service or in-service training, 
curriculum development, local partnership development, research/dissemination, planning, or 
other. The remainder of the fonn is completed based on the types of grant activities that have 
been checked. There is a separate page, corresponding to each type of activity, which requests 
infonnation about project accomplishments. 
• 	 Type of Grant Activity. Indicate the specific activities involved in the project. 
Unless the project changes substantially from what was originally planned, you 
should check the same activities that were checked in the Project Description fonn. 
If none of the listed activities adequately describe what was undertaken, please check 
"other" and write in the type of activity. 
II> 	 Pre-Service/In-Service Training. These projects focus on training staff or 
potential staff of community service programs, including college faculty who will 
be using community service as part of the educational curriculum. If you check 
• 	
this box, complete page 2 of the Project Accomplishments Form . 
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~ 	 Curriculum Development. The objective of these projects is to design curricula • 
which integrate community service into the educational process. The products 
may be designed for use in either academic or non-academic settings. If you 
check this box, complete page 3 of the Project Accomplishments Form. 
~ 	 Local Partnership Development. This section describes programs that focus on 
the development of local partnerships. Those programs may include state­
sponsored initiatives aimed at forming local partnerships to develop school-based 
community service programs, or local programs involving adult volunteers in 
schools or partnerships of schools and public or private organizations to improve 
the education of at-risk students, dropouts, and out-of-school youth. If you check 
this box, complete page 4 of the Project Accomplishments form. 
~ 	 Research/Dissemination. This category includes projects to conduct research on 
improved community service as well as projects to disseminate the research 
findings or other information on community service. Information clearinghouses 
fall under this category. If you check this box, complete page 5 of the Project 
Accomplishments Form. 
~ 	 Planning. These projects are designed to develop community service programs 
for implementation. If you check this box, complete page 6 of the Project 
Accomplishments Form. 
~ 	 Other. Like the projects listed above, projects in this category do not enroll 
participants. However, they do not fit into any of the categories just described. •
If you check this box, please take special care to describe the key features and 
accomplishments of the project and complete the form on page 6 of the Project 
Accomplishments Form. 
Once you have identified the type(s) of activity that have been undertaken, turn to the 
corresponding page for that activity to provide a detailed description of the project's actual 
accomplishments. Procedures for completing these sections are outlined below for each activity 
type. 
1. 	 Pre-Service/In-Service Training (Page 2) 
Complete this section for grants designed to provide pre-service or in-service training or 
other staff development activities. 
• 	 Training Topic. List each training activity or unit that was listed on the original 
Project Description form. At the end of the list add any training activities that were 
not originally included on the Project Description form but have been added to the 
project. For each activity, briefly describe the topics that were covered in the 
training. 
•
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• 
• Type of Trainees. Check the box(es) corresponding to the type of individuals who 
received training: community service program staff, faculty/teachers, student leaders, 
counselors, administrators, or others. If you check the "other" box, specify the type 
of trainee. Please check only types of individuals who are expected to be major 
targets of the training. 
• 	 Number Trained. Record the exact number of individuals who received the 
training. 
• 	 Number of Sessions. Record the number of separate training sessions that were 
held. 
• 	 Was Training Held When Planned? Check "yes" if the training was held during 
the calendar quarters noted in the Project Description form. Check "no" if the 
training was not held within this time frame. 
Use Section ill on pages 7 and 8 to describe and explain any differences between the 
original projects plans (as reported in the Project Description Form) and actual accomplishments. 
These may include: additional accomplishments, not originally planned; modifications to the 
original plan or changes in objectives; or obstacles that inhibited or prevented the completion 
of project objectives. 
• 
2. Curriculum Development (page 3) 

This section describes grants which develop curricula for use in community service 

programs, particularly projects which integrate community service into educational curricula. 
• 	 Curriculum Topic. List planned curriculum products/topics as reported on the 
original Project Description form. Then list any additional curriculum products/ 
topics that were developed as a result of the project, but were not included on the 
Project Description form. 
• 	 Was Curriculum Completed? Check "yes" if the curriculum was completed by the 
end of the project. Check "no" if it was not completed within this timeframe. 
• 	 Completed When Planned? Check "yes" if the curriculum was completed by the 
planned completion date reported in the Project Description Form. Check "no" if the 
curriculum was not completed by this date. 
• 	 If curriculum was completed and has been or will be adopted by an institution, 
report the following information: 
• 
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.. 	 Type of Adopting Organization. Check the box(es) that best describes the type • 
of organization that adopted or will adopt the curriculum: elementary schools, 
high schools, universities/colleges; general community; program/community 
service projects; or other. If you check "other," please name the user group in 
the space provided. 
.. 	 Number of Organizations. List the number of organizations or institutions that 
have adopted or will adopt the curriculum. For example, the curriculum may 
have been adopted by 10 elementary schools and 15 high schools, for a total of 
25 adopting organizations. 
.. 	 Number of Students. Report the total number of students that are expected to 
be taught this curriculum. 
Use Section ill on pages 7 and 8 to describe and explain any differences between the 
original projects plans (as reported in the Project Description Form) and the actual accomplish­
ments. These may include: additional accomplishments, not originally planned; modifications 
to the original plan or changes in objectives; or obstacles that inhibited or prevented the 
completion of project objectives. 
3. 	Local Partnership Development (page 4) 
This section describes the accomplishments of projects which focus on the development 
of local partnerships in support of community service activities. The section is divided into two 
parts: Participating Institutions; and Major Products and Activities. • 
A. Participating Institutions 
• 	 Institutions. Record the names of institutions that were listed on the Project 
Description form. Then record the names of any other institutions that played a 
major role in the project, but were not included on the Project Description form. 
• 	 Actual Role. Briefly describe the role that each listed institution played. Partnership 
roles may include both assistance with project administration and assistance with 
actual provision of community service. 
B. 	 Major Products and Activities 
• 	 Activity or Product. First, list the types of planned activities and products as 
described in the Project Description form. Next list additional activities and products 
that resulted from the project, but were not originally listed on the Project 
Development form. 
•
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• 
• Was Activity/Product Successfully Developed? Record "yes" or "no," and explain 
why or why not the product or activity was successful. For example, as a result of 
the involvement of the local construction company in a housing rehabilitation project, 
ten affordable housing units were developed. 
Use Section III on pages 7 and 8 to describe and explain any differences between the 
original projects plans (as reported in the Project Description Form) and the actual accomplish­
ments. These may include: additional accomplishments, not originally planned; modifications 
to the original plan or changes in objectives; or obstacles that inhibited or prevented the 
completion of project objectives. 
4. 	 Research and Dissemination (page 5) 
Use this section to describe the accomplishments of projects which conduct research to 
improve community service and projects disseminating research products and other information 
on community service. Provide the following information under Products and Methods: 
• 	 Topic of Research or Dissemination. First list the planned topics of research or 
dissemination as described in the Project Description form. Then list other planned 
topics of research or dissemination that were not included on the Project Description 
form. 
• 
• Research Product. First list all planned research products as identified on the 
Project Description Form. Next list research products that were not included on the 
Project Description form. 
• 	 Disseminated to: Identify the consumers of products that were actually disseminat­
ed, e.g., students, teachers, community service organizations, service and conserva­
tion program staff, government agencies. 
• 	 Dissemination Method. Check the appropriate box which corresponds to each 
method of dissemination that was used in conjunction with the research topic/product. 
If additional dissemination methods were employed, check "other" and identify the 
method used. 
• 	 Were the Products Completed On Time? Check "yes" if the product was 
completed by planned completion date reported on the Project Description form. 
Check "no" if the product was not completed by this date. 
Use Section III on pages 7 and 8 to describe and explain any differences between the 
original projects plans (as reported in the Project Description Form) and the actual accomplish­
ments. These may include: additional accomplishments, not originally planned; modifications 
to the original plan or changes in objectives; or obstacles that inhibited or prevented the 
• 
completion of project objectives. 
Evaluation Information Systems Manual 	 Commission on National and Community Service 
July 1993 	 Serve-America Program, Subtitle B.l 
Project Accomplishments Form for Capacity-Building or Planning Projects, page 22 
s. Planning/Other (page 6) 

Use this section to describe accomplishments of planning and other projects that do not 
 •fit into the preceding categories. Because of the varied nature of these projects, the section is 
less structured and no check boxes are provided. Nonetheless, it is important that you be as 
specific as possible in describing the accomplishments of your project. 
• 	 Planned Objectives and Products. List the planned objectives and products as 
described on the Project Description form. Then list other objectives or products that 
were not included on the original form. 
• 	 Were the objectives and products completed as planned? Describe exactly what 
products were completed and when they were completed. Use numeric descriptions 
of outcomes wherever possible. For example, the project resulted in the development 
of a detailed RFP for three adult learning programs. The RFP was completed in 
June, 1994. 
• 	 How Were the Accomplishments Measured? In order to provide detail about this 
activity please identify how the accomplishments were measured. Measurements can 
be, but do not have to be, numerical. Using the example of the RFP for four adult 
learning programs, the achievements may be that the RFP was adopted and will be 
used by a community college to develop an adult learning program. 
Use Section ill on pages 7 and 8 to describe and explain any differences between the 
original projects plans (as reported in the Project Description Form) and the actual accomplish­ •
ments. These may include: additional accomplishments, not originally planned; modifications 
to the original plan or changes in objectives; or obstacles that inhibited or prevented the 
completion of project objectives. 
Part III: Additional Discussion of Objectives 
This is not a required section, but it can be helpful to more adequately describe the 
project. The section may be used to provide a broader description of the project than can be 
achieved through a discussion of specific project objectives and products. The section may also 
be used to identify accomplishments not previously identified such as individuals who received 
services, the role of this project in the community'S overall community service plans, or side­
benefits that resulted. 
Use this section to augment the description of accomplishments provided on pages 2 
through 6 by discussing the following: 
• 	 Changes to Objectives. If the project's objectives changed over time please describe 
the new objectives and explain why they changed. 
•

Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B.l 

Project Accomplishments Form/or Capacity-Building or Planning Projects, page 23 
• 
• Obstacles Encountered. Describe any obstac1es that may have prevented or 
inhibited the completion of planned objectives. Describe any strategies that were 
developed to overcome these obstac1es. 
• Other Accomplishments. Describe any project accomplishments that have not 
already been discussed on pages 2 through 6 . 
• 

• 

Evaluation Information Systems Manual Commission on National and Community Service 
July 1993 Serve-America Program, Subtitle B.I 
• 

• 

• 

APPENDIX A: EIS FORMS 
Data Management and Question/Problem Forms 
• EIS Fonns Request 
• Question/Problem Report Fonn 
• EIS Transmittal Fonn 
EIS Reporting Forms 
• Subgrantee Summary Fonn 
• Project Description Fonn 
• Project Accomplishments Fonn 
• Participation & Service Fonn 
• Project Description Fonn for Capacity-Building or Planning Projects 
• Project Accomplishments Fonn for Capacity-Building or PlanningProjects 

NATIONAL COI\II\IlJNITY SERVICE EVALUATION 
EIS TRANSMITTAL FORM 
Grantee: Contact Name: _____________________ 
Phone: ( ) Date of Mailing: __1__1__ Check here if you have included fOnTIS on computer diskette: 0 
--;c 
Record below the forms transmitted in this mailin~ for each Subgrantee. Please print POROFfJCE USE QNLY; :;:,.;­
the Subgrantee's name, ID and Subtitle (Bl, B2, C, D) and the number of forms 
included, by form type. Use additional pages if necessary. Please band or clip forms 
separately by subgrantee and by form type. 
Clerk: 
.... ..::::::: . I~~; ·. 1 . "l;;ii[:
. ...>::::.::::~.~, -. 
Project Forms II Participant Forms J 
Subgrantee Name ID 
~ 
'::: 
-z 
.&l 
::: 
~ 
~ g 
~ ~'~ 
~ § ~ 
.Q § 0 ~Vl~ 
c:I 
o 
'.0_ Co 
&: '£: 
'0' ~ 
&:0 
~ 
&l ] 
~ _ Co 
l!! 8 
'0' 3 
&:~ 
i 
'3 
co c:I
• 0 
>, '.0 
.~ _ c.. 
~ l!! ' £: 
~ 'e' ~ 
uc:>.O 
1 ~ 
'3 ]
II? ~ c Co 
,­ - 8 ~ l!! 0 
Co 'O' y 
J&:~ 
c:I 
o 
.~ ~ 
Co ,­
'0 t 
.~ J; 
c:>.~ 
~~ 
'0' ~ 
'f e 
'" c:Ic:>.t.l 
~ 
~ 
E 
~ 
c:I 
- 0 ~ '.,
'0' ,§
'f ~ 
'" ...c:>. ... 
Total 
I. 
:1: 
4, 
15 , 1 Il io::':::,::::" I L<...\.<I 1./' , 11 I...... .,,1 I '; ? ,...JI 
16, I n:j" ."=::J I_E~J li,,~" I_~JI _, .. ....··'• \'1· 1' - ::­ 11 
17, I IL/;~;:·::·:;;·:l lie" ' I " ,II 1 · ·, 1 L.'>,;.; dl IlH 
I: 1 l! l~l#j Ie:~' I !rlfl']! !J~~I r ; ti; I~_ 
10, 
.1 I ' I L· IIIII r:.".I I I ~I I II . .'. II I I rll l["' ......... ..TOTAL XXXXXXXXXX XXX . . . / . 
• ;.: • • . •• --: • • • • , ' • ~ • • ••••• • • ••:-:- :-..... . ••: ......... . ...... .:.:•••:.. ....... • • .. un~
IOffice Use Only I JI_i 1__.111 L._ J I .'. I 
Community Service Repon Processing Depanmenl 0 Ao! AssociA!es Inc. 
June 4. 1993 55 Wheeler Street 0 Camhridge. MA 02138 0 FAX : (617) 349-2670 

NATIONAL COMMUNITY SERVICE EVALUATION 
EIS Forms Request 
To request more EIS fonns, please specify the number of fonns needed by subtitle and type of fonn. Send 
this fonn to Abt Associates at the address below via fax, mail, or with a shipment of completed EIS fonns . 
Type of Form 
Number of Forms 
.. Total · 
Office 
Use 
DillyI ..•• 
.BL · B2 D 
Project Forms: 
Subgrantee Summary Informati9n 
Project Description 
Project Accomplishments 
Capacity Building and Planning Project Description x 
Capacity Building and Planning Project Accomplishments 
Participant Forms: 
Participant Enrollment .·XXX XXX 
Participant Status .xxx · XXX 
Participant Termination ·.xxx ·. XXX 
Participation and Service .xxx . XXX 
Other Forms: 
EIS Transmittal Form 
Question/Problem Report Form .. XXX •.. XXX 
:.", 
••X::XX XXX 
EIS Forms Request 
:,­ . ..::........ :.: .•. .. 
•·XXX XXX .· XX¥.... XXX 
TOTAL 
Grantee:-:--_________________State:_________IDII______ 
Contact Name: Phone Number: ('--__~)___ 
Ship forms to: 
Name: 
Address~:------------------------------------
City: _______________ State: _______~___ Zip Code: _____ 
Community Service Report Processing Department 0 Abt Associates lnc. 
July 7, 1993 55 Wheeler Street 0 Cambridge, MA 02138 0 FAX: (617) 349-2670 

NATIONAL COMMUNITY SERVICE EVALUATION 
Question/Problem Report Form 
There may be a situation or question that comes up that we have not anticipated. Please use this fonn to note 
any problems or questions you may have, and fax or mail it to Abt Associates at the address below so that we 
can respond as soon as possible. 
o.r.l~~~;_. ...,.. . .;..... ..,...:""......~~+4;;.=""""""""'+-:-~~'""""'",;:,;f+# 
ContaC:tNatn~: ........:...;..:,............,.;:..-~~ ~~~~,.,.."...; 
Problem/Question: ___________________ If applicable: 
Subtitle:__________ 
Fonn:___________ 
Question #: _________ 
Problem/Question: ____________________ If applicable: 
Subtitle:__________ 
Form:___________ 
Question #:_________ 
Problem/Question: ____________________ If applicable: 
Subtitle:_____ _ _ ___ 
Fonn:___________ 
Question #:_________ 
"" ;... ..,.. ~ 
~~ill;·:f 
-,,:;:; :.: 
FOR OFFICE USE ONLY., 
::::;;::~::::. ::X~~~:::: 
Cleric: :--~---.;:--~~-=-;;.;,;;;;;.;;.~~±&" ;::.; .."';: .'. ::. ;;;"':....,.. ;:
Mode: . 0 Fax .. ' DI>JW::,,::~ . :'./:::~ 
. . . . .. ":;;:;:::;::" .~::::;:}: . . :.:::::::-: :~:~:~};::::::,: 
Community Service Report Processing Department 55 Wheeler Street 
Abt Associates Inc. Cambridge, MA 02138 
July 7, 1993 FAX: (617)349-2670 

--- ---
OMS No. 3200-00l) 
Expires : September 1995 
B.1. SERVE-AMERICA PROGRAM 
Subgrantee Summary Form 
1. Identification Subgrantee ID: 
Grantee: I I I I I I I I I I 
1·91 
Subgrantee: 
10-4'" 
Subgrantee Contact Person: 
Telephone: Fax: 
(1) (--) - ( ) -
(2) ( ) -
Address: 
Street City State Zip 
11. Funding: (for CNCS Grant Period) 
Period of CNCS Grant: CNCS Funding (total): 
$Start Dale: I 119 End Date: I 119 
6'2~f
.lO-SSI S~II 
Name and Description of Other Federal Funding Source(s): Other Federal Funding 
(total): 
I. W-701 
$2. 71·T2J 
7~~1 1J. 73-741 0, Estimate 0, Actual Award 'K'J 
Name and Description of Non-Federal Funding Source(s): Other Non-Federal Funding 
(total): 
I. in-841 
$2. 85-861 
J. ~<l..<oJ.'oJ 87-881 0 , Estimate 0 , Actual Award 9M 
Total Funding from All 
Sources: 
$ 
" 7· 10:;1 
Page 1 ABT-BISSUM-7/93 
Ill. Program Features 
Planned Program Participation: 
Planned Number of Participants: Planned Number of Nonparticipant 
Volunteers: 
Planned Number of Projects: 
1~1071 108-111 1 II2-IIJI 
Subgrantee Institution End Dates for each Term and Semester (nunJdd/19yy) 
Term 1: Term 3: 
/19
--­
114-1191 ______/19 12D-1311 
Term 2: Summer (if applicable): 
___,___119 120-1251 ______/19 IJ2 -1371 
Page 2 Printed on Recycled Paper ABT-BI SSUM-7/9J 
--
OMB No. 3200-00 15 
Expiros: September 1995 
B.l. SERVE-AMERICA PROGRAM 
Project Accomplishments Form: Participant-Serving Projects 
I. °fiIdentl IcatJon 
Subgrantet!:Grantet!: 
Project Name: Subgrantet! [I): I I I 1 I I I I I I 
1-91 
End Date of Project: Project Code: I I I I I !4-1~1/ /19 
t 
 1()'131 

-Telephone Number: ( )Name of Person to whom questions should be addressed: 
Fax Number: ( ) ­
2IJ.2.11Date Fonn Completed: / 119 
II. Summary of Project Services 
A. Service Levels 
Number of Participants: 
2I>-7!J1 
Participant Hours 
30-34/ 
Number of Non-Participant Voluntet!rs: 
35-381 
Hours of Community Service Provided 
by Non-Participant Voluntet!rs: 3"-431 
Number of Applicants: 
44-481 
Number of Beneficiaries (Individuals 
Served) if available: 4~-531 
Bo Total Hours of Service by Activity 
Education 
Community 
Improvement 
HOURS: Project Total for AU Participants 
Community Service Activities 
Conservation 
Human & 
Services Environment Public Safety Other Service 
Non-Service Activities 
Program-
Related 
Classroom 
Hours Other Hours 
:'+581 5<).1\31 64-681 1B-7l1 74.181 79--8':\1 84-881 8Q-q~! 
ABT-B I-PS-PROJACC-7/93 Paxe J 
III. Products and Accomplishments 
List planned objectives and products (as stated in your original Project Description fonn, Section 10 and identify their level of accomplishment. If new 
objectives were added during the project, list them at the end and note them with an asterisk (*). Discuss them in Section IV.A. In general, use Section IV of 
this form to describe and explain any differences between your original project plans and the actual accomplishments. 
9~ ·951 96 ·971 98 ·991 100 10 11 102 · 1031 1 ~.1051 
Completion Describe the outcomes, using numeric 
Planned Objectives, Products, and Activities Status values ,,,here possible. 
I. 
2. 
3. 
4. 
5. 
Completed? 
DYes 
o No 
On time? 
DYes 
o No 
Completed? 
DYes 
o No 
On time? 
DYes 
o No 
Completed? 
DYes 
o No 
On time? 
DYes 
o No 
Completed? 
DYes 
o No 
On time? 
DYes 
o No 
Completed? 
DYes 
o No 
On time? 
DYes 
o No 
Hon' were the accomplishments measured? 
Page 2 ABT-81-PS-PROJACC-7/93 
6 
IV. Additional Discussion of Objectives 
A. 	 Changes to Objectives If objectives or service targets changed during the project, explain these changes and the reasons for them. 
It..:.. 
B. 	 Obstacles Encountered Please describe obstacles encountered, if any, which inhibited or prevented completion of planned objectives. 
Also describe effective strategies used to overcome these obstacles. 
Page 3 	 ABT-B I-PS-PROJ ACC-7/93 
v. Comments and Narrative 
Please use this space to expand on earlier descriptions of objectives accomplished or to ·describe other achievements of the project. For 
example, were there unanticipated project benefits or beneficiaries? As a result of the project, were there changes in the way community 
service was delivered locally? 
r 

".­
Pa~e 4 Printed on Rel"yded Parer ABT-B I-PS-PROJACC-7 /93 
-- --
------ -
()~IB No, 3~OO 00 15 
E"pil~''' : S"-'Ilkmhcr . 1995 
B.l. SERVE-AMERICA PROGRAM 
Participation and Service Report 
I. Identification
-
Grantee: ISta~e: 
Subgrantee 10: 
~,Subgrantee: I I I I I I I I I I 
'\ 
I-JOI 4\ ·491 
Date Form Completed:Reporting Period Covered:Project Code:Project Name: I I I I I 74· 77/ 78-811 82-871 
119 to 119 119~-691 70·7~1 
Fax Number: \Telephone Number:Completed by (name--please print): 
\( ) ­( ) ­
II. Participation 
known) 
PARTICIPANT CHARACTERISTICS I 
Characteristic Number I 
Age: b,;::: :':- }.:.il 
I5 - \0 

II - 14 
 I 
I15 - 17 

18 or older 
 I 
-, :::,//";:},-::\.]Gender: 
Male I 
Female I
-
PARTICIPATION SUMMARY 
Number, Year to Date 
Total Participants 
New Participants (This Period) 
Number Ending Participation 
Total Non-Participant Volunteers 
Number of Beneficiaries (if 
, 
88-91 
92 ,95 
96 -99 
100-103 
104-101 
108-111 
112-115 
116-119 
120·1 2~ 
r:·H271 
1: 8-1'1.1 
l:t:! / R 
PARTICIPANT CHARACTERISTICS (CONTINUED) 
Characteristic Number 
RacefEtbnicity: · "-:::;:" · : "::(··:·:·" ' : ':!i;;~:l::,;,:'--:I:) .::{ '[: 
White (not Hispanic) 

African American (not Hispanic) 

Hispanic (Latino) 
 I 
, 
AsianfPacifrc Islander 

American IndianJ Alaskan Native 

School Status 1' :!:,:,:?t3:?i:\i:1:i.<; 
10 School 

Out of School/High School Dropout 

Out of SchoolfHigh School Graduate 

Other Characteristics t/:::::{~{. '>::" ':::'?: 
Teen Parent 

Homeless 

Economically Disadvant"ged 

Educationally Disadvantaged 

-
133-136 I 
137·140, 
141-1441 
145-1481 
149, 1521 
153-1561 
157-1601 
161-1641 
165-1681 
169- 172 I 
173-1161 
177· , RIJI 
I Rl-I R.4 / 
STATUS AT END OF PARTICIPATION 
Reason Left: Number 
End of Program /Reached Maximum 
Time in Program 
Enrolled in Another Project 
Graduated 
Return to SchoollTraining (out-of­
school youth) 
Remained in School 
Entered EmploymentfMilitary/ 
Community Service 
Expelled/Suspended 
Quit/Left for Personal Reasons 
Outcome r;z;;:";·::i::@,:!t::l1,...::;"':"-::'-::::-,:, 
Satisfactory Completion 
Academic Credit Received 
- -
185-1881 
189-1921 
I 193-1961 
19'7 -2001 
201-2041 
20S-2081 
209-2121 
213-2161 
217-2201 
221,224/ 
2251B 
Page I Plellse complete otlw' side. ABT-B I-P&S-7 /93 
III. Service Hours 
HOURS OF PARTICIPATION 
Hours - Service Activities 
Hours - Non-Service 
Activities 
Total Hours Education 
Community 
Improvement 
Human 
Service 
Conservation! 
Environment 
Public 
Safety 
Other 
Service 
Program-
Related 
Classroom 
Hours Other Hours 
ITotal Pa!ticipants 
- - .­ - - -­
-­ - - - -
_L ______ 
m -m/ 27B-2&2I 1lJ,-W/ 288-292/ 293-297/ 298·3021 306-3 1 II 
IV. Notes and Comments 
USE THIS SECTION TO CLARIFY ANY COUNTS LISTED ABOVE . YOU MAY ALSO USE THIS SECTION TO DESCRIBE OTHER CHARACTERISTICS OF PARTICIPANTS OR NON­
PARTICIPANT VOLUNTEERS WHICH CHARACTERIZE THE PROJECT. 
-

Paxe' 2 Prinf ed nn Recycle d P' r er ABT-BI-P&S-7/93 
11 { · lh r ~ .· }~ \.J UlllJ l ) 
Expi l ~s: .s" f1kl1lh~ r 1995 
B.I. SERVE-Al\IEIUCA PHOGHAl\I: CAPACITy-BUILDING OR PLANNING PROJECTS 
Project Description 
I. Idelltificatioll 
Grantee: 
Subgrantee: 
HOI 
Subgrantee 10: I I I I I I I I I I 
41"~1 
Project Name: 
50-691 
Project Code 
I I 1 I 170-731 
Project Start Date 
I /19 7~-NI 
Scheduled End Date 
I 119 1IIh'!51 I 
Person to contact if there are questions 
about this form: (Name - Please Plll/t.) 
Date Form Completed 
I /19
­ -
Telephone 
( ) 
Fax 
( ) 
-
-
, 
\ 
Address: 
Street City State 
---------­
ZIP 
II. Project Descliptions and Plans 
Type of Administering Organization (CHECK ONE) 
EDUCATIONAL INSTITUTIONS: IF EDUCATIONAL INSTITUTION: 
0, Local Government 0, Elementary 0, Public 
o~ State Government 02 Middle/Junior High 02 Pri vate/Pa rochial 
OJ Indian Tribe/Tribal Government OJ High School 
O. Community-based Organization / Private O. School District 
Non -Profit 0 5 Consortium of School Districts 
01 Other: 06 2-year college 
0 7 4 -year college /university 
O~ Consortium of colleges 
86 1 09 Other (Specify: H7·8RI 8., 
Type of Grant Activity (CHECK ALL THAT ApPLY) 
0, Pre -Service/ ln -Service TrRining (Page 2) ')II / 0, Local Partnership Development (Page 4) 'J:I O J Planning (Page 6) 9., 
O~ Curriculum Deve lopment (Page 3) 911 O. Resea rch/ Dissemination (Page 5) .) 1. / [J. Other: (Page 6) 911 
Complete the sections of this form corresponding to the type of grant activities you checked. Ll'ave all other sections hlank. 
A HT-LlI CLl-PROJDESC-7 /93PUKe I 
J. l'R E-SEH VICE/IN-SEHVICE TRAINING 
A. I RAININ(; PLANS 
Type of Trainee # Being Training Sessions , 
Training Tnpic (cm:CK AU. TIIAT AI'I'I.\,) Trained (# by Quarter) 
I. I I. Community :O>l.:r'\'i ...·.,; progralll staff ,.. QI: (Inn - ~Iar) 1·>9111 
I I: FacullyfTcachc". ,,0 I I~ Coun~dors II': q2: (Apr-Jun) 1111 .. 
[ j, Sludcnl kadas 1"1 I I~ Admini~fral()rs ,., Q3: (Iul -Scp) 115 1171 
I I, OIhor (DoMcrihc:) ,," Q4: (Oel-Dec) 11'IXl 
.,,' 1".1 11', TOTAL: 121 11A,: 
1 [1, Communily scr..-i,e program slarf 
". QI: (Ian-Mar) 1.)'1..0,­11, Facullyffca,hcrs I~" I [, Counselors 0)\ q2: (Apr-Jun) ,., lUI 
r j, Slud""1 lcadcl~ 1)01. r ls Adminislral tH'S n: QJ: (Jul-Sop) IUIUI 
[J, OIhcr (Doscriho:) Ill. Q4: (Ocl-Dee) !,,,,<I'f 
Izjll1· lH 01 TOTAL: I~U31 
3_ (.J, Community s~rv i ~c program sraff 
'" 
QI: Oan-Mar) 16'716" 
i.J, Fncullyffca,ho", US ' l ), Counselors I.' q2: (Apr-Jun) .) no 17'lI 
I), Siudeni leado", 
'" 
i J) Administrators 
'" 
Q3: (lul-Sep) 111lnf 
Ll, OIha fDe.- ribc :) 
'''. Q~: (Ocl-De.;) 17'- 1111' 
1)4t'&" 1~166. TOTAL: 179 Ill. 
4_ [-J1 Community s~r\'j.,;c program staff 
'" 
QI: (Ian-Mar) 196 191.' 
[J, Faeuhyffea.;hers 
"" 
I I, Counselors ,s. ([1.: (Apr-Jun) 199 JOII 
l.il Siudeni leader.; ,.. [I, Adf'lini.lralOrs ,.' Q3 : (lul -Scp ) ",,,,., 
[1. OIhcr (Deseri"o:) 1911 Q4 : (Ocl-Dee) .,,1JJ1' 
1() 1M ~ 19:I9S TOTAL: nll1l 
B. NAlIIES OF OTIIER PARTlCIPATlN(; AGENCIES, ORGANIZATIONS, BUSINESSES Type of Organization (cIlECK ONE) Nature of Participation 
I " Busi ness 
I" Communily-hnst:d orgoni7.alion/non-pro(i1 
1'1. Federal /slalelloealogency (r 1.1 Edu..:ational inslilulion 
I ), Olho.-: I 
m 
[1, Busin,", i 
fJl Community-nasc.d organi 7.ation/non-profit 
I h Ft:dcral /slalell oealagcncy 
r 1.1 Educational inst itution 
[ ), OIher: 
1Il 
IJ. Busin..:ss 
[ - I~ Community-ha:-;..:d o r!!ani nHion/(l on-p rofit 
r h F..:dl!ral /stah: /lo ..: rtl a~~ n\..-} 
I J. Educati onal institution 
I 11 Olher: 
~ u 
Use Section I" on page 7 to pro\'ide a narrative description or any other key project features. 
Po j{(' 2 AUT-B I CB-PROJDESC-7/93 
-

..... 
2. ClJRRICIIUJI\I DEVELOPMENT 
A. CURRICUllJl\1 DEVELOPMENT PLANS 
Expected Users of 
Curriculum Em'ironment in which 
(CIIECK AlL THAT ,\PPLY) Curriculum will be Used Planned Completion 
CurricululIl Topic (CIIECK ALL THAT APPLY) Planned Products Date(s) 
\. 0, Elementary/middle schools ~ II 0, Classroom :~ .. -0 , High sch,)"ls ~lq 0, Community/On-site m \0, Universities/Colleges :~ 0, Self-administered :26 0, General community '110, C0lJ's/Comlllunity service 1:: 
bOjecls
o. ther : 1:3 ' 
11S·111 ' 
2 . 0, Elementary/middle scho"ls =\0 0, Class« ,,)m :l6 ' 0 , High schools :11 ' 0 , Community /On-site 117 
0, Universities/Colleges H! 0 , Self-adminIStered m 
\o. General cummunity III 0, C0lJ's/Community service 
'" 
, 
!)ojects ,o. tner : 
'" 
. 
2H · l~ \ 
3. 0, Elementary/middle schools ,., 0, Classroom ~n ~0 , High schools ,,, 0 , Community /On-site : 49 
0, Universities/Colleges ,.. 0, Self-adminIStered ",0, General community 
'" 0, C0lJ's/Community service H 6 
!)ojects 
o. tner : !.lJ 
:)9·:.- , " 
4. 0, Elementary/middle schools 2H " 0, Classroom :6<­0, High ochools ,,, 0 , Community /On-site 16' 
0 , UnIversities/Colleges ,,. 0, Self-administered 162 
O. General communit}' 
'110 , C0lJ's/Community service 
'" b Ojects o. ther: :¥} " 
:j \ -Hl 
B. INSTITUTIONS PARTICIPATING IN CURRICULUM DEVELOPI\IENT Role of the Institution 
Use Section ilion page 7 to provide a narrative description of any other key project features. 
AI3T -B I CB-PROJDESC-7 /93 P<l~ l' J 
",,~ .... ... _ . ... ., .. ,...~. ·,. ......... , oJ ···· 
.JEVEI.OPI\IENT
~. 
A. PARTIUPATIN(; INSTlTIJTIONS 8. 1\1A./oR PROOUCTS ANO ACTIVITIES (e.g., ~1eetings, Conferences 
Comll1unity Service Plans. Advisory Boards) , 
Planned 
Institution Planned Role Activity or Product Completion Date 
C. BENEFICIARIES OF THE PARTNERSHIP -­ OTHER THAN THE PARTNERS (e .g., students, economically disad vantaged , school districts) 
t 
/ 
f 
I' 
f 
,r" 
Use Section ilIon page 7 to proyide a narratil'e description or an)' other key project reatures. 
PaKe 4 

'\BT-R I CR-PROJDESC-7/93 
I 
-

4. RESEARCH ANn DISSEl\lINATION 
PRODlJCTS AND 1\1HIIOOS 
Dissemination Method Completion 
Research or Dissemination 
Topic of Research Product 
Date(DIECK ALL TIIAT APPLY)(I f Applicabl~) To he Disseminated to: 
0 Puhli catio n I. \0 C(lnf~ r~Ol:e 
o Tr.ining 
0 Rl! sou rce Cl!ntt!r 
0 Ekcl",ni.: ~ l edi um • 
0 Olher: 
'\ 
0 PuhlicatillTl 
0 Cllnfl!fl!OCe 
0 TrRining 
2 . 
\0 RI!:C;,HlfCI! Cl!lll l!f 
0 Ekdroni" ~ledium \ 
0 Olhe r : \ 
0 Puhlicalinn 
0 Conference 
0 Training 
0 Resource CentC!f 
0 Eleclronic ~Iedium 
0 Olher : 
3 . 
0 Puhlication 
0 CIlofl! f l!Ol:e 
0 TrAining 
0 R eS(HlfL'e Center 
0 Ek.:"nni c ~ lediu", 
0 
4. 
Olhu 
----­
0 Puhlicalinn 
[J Confe rt! l1ce 
0 Training 
0 Re!iiource CC!l\ fer 
0 EleCln)nic ~Iedilllll 
0 Olher : 
5. 
Use Section III on page 7 to provide a narrative description of any other key project features . 
!\ IlT-U I CB -PROJ DESC-7 /9J p{/~{' .5 
- - ----
------
------
5. PI.ANNING / OTIIER 
PRODUCTS AND ACU)~IPUSIII\IENTS. Use the spaces bdow to descrihe. as specifically as possihle. the project's planned objectives and accomplishments. Provide 
plann<!d CO lints of acti"ities and accomplishments wh<!re possible . 
Planncd Ohjl'clin's and ''rodllcls 
I. 
2 . 
3. 
4. 
Planned Complelion 
Hale 
/ 
-_/_--­
Work Plan Sleps/Activities for AchievinglIow Will Ihe Accomplishmenls he 
ObjectivesMeasured'! 
( 

s. ( 
/ 
Use Section ilion page 7 to provide a narrath'e description of ally Olher ke}' projeci fealures. ... 
AIH- 131 CI3 · PROJ DESC-7 /93 
Pa);(' 6 
--
---
- - -
(J~ IH No . J ~OO · OOI5 
E l; pi ll>": Scph:mhcr 1995 
B.t. SERVE-AMERICA PROGRAM: CAPACITY-BUILDING OR PLANNING PROJECTS 
Project Accomplishments 
I. Identification: Items with an asterisk (*) should be identical to the infonllation on the Project Description FornI. 
,
Grantee*: 
Subgrantee*: Subgrantee ID: ! I I I I I I I I I 
­
1-91 
End Date of Project or Reporting Period Project Name*: Project Code*: t... 
\ 
I I I I I 1 119 
36-39116-35 10-151 
Telephone 
about this fonn: (Name - Please print.) 
Person to contact if there are questions Date Fonn Completed 
( ) - I 
Fax1 119 
( ) ­40-451 
Project Address: 
Street City State ZIP 
II. Accomplishments 
Check the type ofgrant activity and complete tire section of this fonn appropriate to that projec[ type. Please review [he planned objectives and activities listed in your 
original project description . As specifically as possible, describe the project's actual accomplishments. In Section lIJ describe any additional project accomplishments, not 
originally planned, and explain any obstacles to completing the planned objectives. 
Type of Grant Activity: (CHECK ALL THAT APPLY) 
01 Pre-Service/ ln-service Training (page 2) 461 0, Local Partnership Development (page 4) 481 O~ Planning (page 6) 501 
O ~ Curriculum Development (page 3) 471 O. Research/ Dissemination (page 5) ' .1 O ~ Other: (page 6) ~I I 
Page J ABT-B I CB-PROJACC-7/93 
1. PRE-SERVlCE/IN-SERvICE TRAINING 
Training Topic 
Type of Trainee 
JCHECK ALL THAT APPLY) 
Number 
Trained 
Number of 
Sessions 
Was Training 
Held wben 
Planned? 
I 
I 
I. o I Community service program SUlff 
" 
01 Yes 
51·St ' 
02 Faculty ,. . D. Counselors ,.. 
0, Student leaders " . 0, Administrators '9: 
D. Other (Describe:) 
60 
02 No 
,,~ 6'-66 - 671 
2. 0, Community service program suff 
" 02 Faculty n ' D. Counselors w 
0, Student leaders 1Y 0, Administrators 
'" D. Other (Describe:) 
76f 
01 Yes 
02 No 
68-701 n-rtJ.' II -n ' &3 1 
3. o I Community service program staff CIt 
02 Faculty IS ' D. Counselors "'. 
0, Student leaders 19: 0, Administrators ". 
D. Other (Describe:) 
9'2J 
01 Yes 
02 No 
84-861 9) ·96 ' 91 -9. 991 
4. 0, Community service program staff 10l ' 01 Yes 
02 Faculty I.... D. Counselors 
'''' 0, Student leaders '0" 0, Administrators 101: 02 No 
D. Other (Describe:) 
10, 1 
. 
100-1021 11)9.112.' 111· 114 11$1 
5. 0, Community service program suff 119 ' 
0, Faculty 110' D. Counselors 122." 
0, Student leaders 121 ' 0 , Administrators ",. 
D. Other (Describe:) 
12-&: 
01 Yes 
02 No 
~ 
116-1181 lB-121! J29- IJ{\ " 1311 
Use Section III of this form to describe and explain any differences between your original project plans and the actual accomplishments. These may include: 
• Additional accomplishments not originally planned, or modifications to original plans; or 
• Obstacles that inhibited or prevented completion of objectives; or 
• Other accomplishments. 
Page 2 ABT-8 JCB-PROJACC-7/93 
-. 2. CURRICULUM DEVELOPMENT 
­
Curriculum Development Accomplisrunents: List planned curricular products and users (from your original project description form) and identify their level of 
accomplishment. 
" 
~ 
Curriculum Topic 
I. 
,
",. 
2 . 
,,,,.,<11 
3, 
16Hl~1 
4. 
, ... IS' 
Was 

Curriculum 

Completed? 

0 , Yes 
0 , No 
11j ' 
0, Yes 
0, No 
" 
0, Yes 
0, No 
" ' 
0, Yes 
0 , No 
'19' 
Completed 

When 

Planned? 

0, Yes 
0, No 
,>6/ 
0, Yes 
0, No 
,>4' 
0, Yes 
0, No 
7V 
0, Yes 
0, No 
'90 ' 
If completed, was curricuhun adopted or is 
adoption planned? 
Type of Adopting Organization 
(CHECK ALL TIIAT APPLY) 
0, Not adopted ))7 ' 
0 , Elementary schools In' 
0, High schools 119: 
O. 	Um versities/Colleges u,,, 
D. General community 101 11 
D. 	C0lJ's/Community service 
bOjects 
'''' 0, ther: 	 143 ' 
0, Not adopted n.s' 
0, Elementary schools '16' 
0, High schools D71 
O. 	UnIversities/Colleges I SII 
O. General community ,,9' 
D. C0lJ's/Community service 
b Ojects ' 60' 0 , ther: 161i 
0, Not adopted IU' 
0, Elementary schools 174 ' 
0, High schools 17"O. 	UnIversities/Colleges 116: 
D. General community ,m 
D. 	C0lJ's/Community service 
bOjects 171' 0 , ther: 179! 
0, Not adopted 191; 
0, Elementary schools '911 
0, High schools I'll' 
O. 	UnIversities/Colleges 19' . 
D. General community 19,5' 
D . 	 C0lJ's/Community service 
bOjects '96 ' 0 , tlier: 197 : 
# of 
Organiza· 
tions 
U·"· 14j l 
# of 
students 
I. 
'\ 
" 
146-1019/ 
\ 
16:2 ·163 164·1671 
110· 11\ 1 112·IU! 
191-199. 2OO-l(Jl/ 
Use Section III of this form to describe and explain any differences between your original project plans and the actual accomplishments. These nUl)' include: 
• 	Additional accomplishments not originally planned, or modifications to original plans; 
• 	 Obstacles that inhihited or prevented completion of the objectives; or 
• 	 Other accoml'lishmel1ls. 
Page 3 	 ABT-8 ICB-PROJACC-7/93 
3. LOCAL PARTNERSHIP DEVELOPMENT 
List partnership development activities and products (from your original project description form) and identify their level of accomplishment. 
A. PARTICIPATING INSTITUTIONS 
Institution Actual Role 
B. MAJOR PRODUCTS AND ACTIVITIES (e. g., Meetings, Conferences, Community Service Plans, Advisory Boards established) 
Activity or Product Was activity/product successfully developed? (Explain briefly.) 
, 
I
.­
( 
I 
r 
I 
( 
,. 
(' 
Use Section II/ oj this jOl7n to describe and explain any differences benveen your original project plans and the actual accomplishments. 771ese may include: 
• Additional accomplishments not originally plal1l1ed, or modifications to original plans; or 
• Ohstacles that inhihited or prevented completiol1 oj the objectives. 
Page 4 ABT-B JCB-PROJACC-7/93 
, 
. 

( 

4. RESEARCH AND DISSEMINATION 
PRODUCTS AND METHODS: List planned research and dissemination products and activities (from your original project description form), and identify their level 
of accompli§hment. 
-/'­ Topic of...,. 
... Research or Dissemil1.ation 
Research Product 
(If Applicable) Disseminated to: 
Dissemination Method Were Products Completed 00 
(CHECK ALL THAT APPLY) Time? 
\. D Publication DYes 
D Conference o No 
D Training 
D Resource Center I 
D Electronic Medium \D Other: 
1 
2 . D Publication DYes 
D Conference o No .... 
D Training 
• 
D ",Resource Center ~ 
D Electronic Medium 
D Other: 
, 
3. D Publication DYes 
D Conference o No 
D Training 
D Resource Center 
D Electronic Medium 
D Other: 
4. D Publication 
D Conference 
D Training 
D Resource Center 
D Electronic Medium 
D Other: 
DYes 
o No 
Use Section III of this form to descrihe and explain any differences berween your original project plans and the actual accomplishments. 771ese may include: 
• Additional accomplishments not originally planned. or modificatiollS to original plans; or 
• Obstacles that inhihited or prevented completion of the objectives; or 
• Other accomplishments. 
ABT-B I CB-PROJACC-7/93Pa~e 5 
5. PLANNING GRANT/OTHER 
PRODUCTS AND ACCOMPLISHMENTS: List planned products and activities (from your original project description form) , and identify their level of accomplishment. 
Planned Objectives and Products Were the objectives and products completed as planned? 
Provide numeric description of outcomes where possible. 
How were the accomplisrunents measured? 
I. 
2. 
3. 
4. 
f " 
f 
5. 
~, 
( 
r 
~I 
Use Section III of this f onn to describe and explain any differences between your original proj ect plans and the actual accomplishments. These may include: 
• Additional accomplishm ellls not originally planned , or modifications to original plans; or f 
• Obstacles that inhihited or prevellled cOinpiet-ioll of the objectives; or ,.­~Other accomplishmellls . ....... •• II 
"" 
'" 
" 
--
Page 6 ABT-B I CB-PROJACC-7/93 
III. Additional Discussion of Ohjectives 
A. Changes to Objectives If objectives or service targets changed during the project explain the change
B. Obstacles Encountered 
strategies used to overcome these obstacles. 
s and the reasons for them. 
Please describe obstacles encountered, if any, which inhibited or prevented completion of planned objectives . 
~ 
Identify 
ABT-B I CB-PROJACC-7/93 Pat:{' 7 
III. Additional Ui~t'ussion of Objectives (continued) 
C. Other Accomplishments Describe any other project accomplishments not described above. (e.g. what types of people benefited from the project? ­
how?; will arrangements made during the project continue? - how?) 
) 

\ 

\ 

PO!?(! 8 P,illl"d ,>I, Recycled Papa ABT-B I CB-PROJACC-7/93 
APPENDIX B: OVERHEADS/HANDOUTS 
(for use in local training on the EIS) 

OBJECTIVES 
• Products 
What types? 
How many? 
For Whom? 

OBJECTIVES OF THE TRAINING 

• 	 Explain what information will be collected and why 
• 	 Clarify key concepts underlying the reporting system 
• 	 Describe the forms used to collect information and how 
to use them 
• 	 Practice using the forms (if time allows) 
• 	 Review procedures and schedules for submitting forms 
• 	 Answer as many questions as possible 
• 	 Talk about how to get help - hot line and reference 
materials 

EVALUATION INFORMATION SYSTEM 

REpORTING FORMS 

SERVE-AMERIC AND HIGHER EDUCATION 

INNOVATIVE PROGRAMS 

PARTICIPANT REPORTS 
• 	 Participation and Service Report 
(Par icipant characteristics and 
ho rs of service by project) 
PROJECT 	REpORTS 
• 	 ubgrantee Summary Form 
(Grant Funding and Benefits Summary) 
• 	 Project Description Form 
(Key Proj ect Features and Goals) 
• 	 Project Accomplishments Form 
(Review of Accomplishments) 
Separate Forms for Capacity Building Projects 


LEVELS OF ORGANIZATION 

COMMISSION OR CNCS: The Commission on National and 
Community Service. 
GRANTEE: The organization or agency which is responsible for 
receipt and management of the community service grant. If one 
agency receives the funds and another is responsible jor managing 
the grant (e.g. issuing requestsjor proposals, training subgrantees, 
designing reports, etc.) the managing agency should be treated as 
the grantee. 
SUBGRANTEE: An agency which receives and manages CNCS 
funds from the grantee. For reporting purposes, if there is a 
sequence oj subgrantees, the last subgrantee in the funding chain 
that retains financial and management responsibility for the funds 
is the Subgrantee. If a grantee retains some or all of the funds to 
run programs itself, it should be considered its own subgrantee jor 
the funds retained, and a separate report should be completed. 
PROJECT: An activity lor set of activities] that results in a 
specific identifiable service or product. Projects focus on a 
particular product or service, and generally have afixed beginning 
and end. The participants in a project can change. However, if the 
project takes on a different product, activity, or substantially 
different goals, it should be considered a different project. 

Subgrantee 
Projects 
L.-_-,r-
The Commission on National and Community Service 
Grantee A Grantee B Grantee C Grantee D 
(pass-through 
J C"'U:L 
Subgrantee Subgrantee Subgrantee Subgrantee Subgrantee 
Project ProJeet Projects 
I-­
Project t:::U-J Froleets~ Project 

TYPESOFINDnnDUALS 

PARTICIPANT: Individuals who who provide community 
service and to whom in-service training and assistance is 
provided. Participants are those individual with a formal 
ongoing attachment to the community service program, not 
individuals who simply show up for a single event. 
NON-PARTICIPANT VOLUNTEER: Individuals other 
than participants (or staff) who assist in the operation of 
community service projects. Examples: Individuals who 
help coordinate community service activities,' mentors,' 
tutors; fundraisers, community members participating in a 
community service day. 
BENEFICIARY: Individuals who benefit directly from 
directly from community service projects. 
STAFF 

Subtitles B.l and B.2 

Ir!I:I;~~,::f!i;~;i S£~~fIUl~~U~.;~~~p~~lljJ~rit~!JllII1ILii!I;:lI:I~.titili~!iil! " 

. iii . = 
Form When it Should be When it Should be Typical Responsibility for 
Completed Submitted Completing the Form (Grantees 
have Ultimate Responsibility) 
Subgrantee Once subgrantee has 20th day of month following Subgrantee staff, perhaps with 
Summary received funding and the month during which the assistance from project 
planned program. No later form was completed. administrators. 
than date of first 
expenditure of funds. 
Preferred before project 20th day of month following Project Staff with assistance fromProject 
start. No later than 7 days the month during which the subgrantee. 
after first project activity. 
Description• 
form was completed. 
Within 14 days of last 20th day of month following Project Staff with assistance fromProject 
project activity. the month during which the subgrantee. 
form was completed . 
Accomplishments• 
........ ,.,. ,',, ',' ....,., .. .,.,.,." ...,.,...,., """ """ ":'i ;" :,';';""'" ..... .............. ,.,.,. ,.,. ,.,....,,',."."" ";""",,,',';::,':F.""'." . '. .'.~.~ .~ .''-.''-.'. .'. "",L ';"" .·..··"·,·"·,·,,"" "";.,''':: :<···.··,i,'·'·", ; ~:- " ,., : ·':}t:::':t';':'-'~'- '· ;';';." ',::,.; ." .,­:::::;:::; .:::::::::::.:-:- >:-:: . ~::::: : : : ::: :::: ::: :: ::::::<::<:. =:;.: :::: 
Upon the end of a term or 30th day of month following Subgrantee staff based on recordsParticipation and 
the last day of the term or kept by project staff. 
semester. 
Service Report semester 
* The schedule is the same for both participant serving and capacity building projects . 

FAX 

(617) 349-2670 

HOTLINE 

(617) 349-2506 


REpORT PERIODS COVERED 

SUBGRANTEE SUMMARY INFORMATION 
Begins with second year grants 
OTHER EIS FORMS 
Begins with projects and participants active on 
July 1, 1993 or later. 
FmsT-YEAR REpORTS 
CNCS-Funded Participants and Projects active prior 
to June 30, 1993. 

APPENDIX C: 

AlITOMATED DATA SUBMISSION INSTRUCTIONS 


APPENDIX C: INSTRUCTIONS FOR AUTOMATED SUBMISSION 
Optional automated data submission is available for the Participation and Service Report . 
Before implementing an automated system, grantees must first meet the requirements listed here 
and agree to provide data in the standard fonnat for all its subgrantees. Grantees should send 
a test file and 2 printed copies of the fIle layout. Abt will review the files and forward any 
changes or comments, if necessary, within one week. 
Abt has provided for submission in the three file fonnats listed below. It is essential that 
the data files confonn exactly to the specifications shown in this appendix. Failure to follow the 
file layouts provided will result in delays in processing the data, and may cause errors in the 
way the grantee's projects and participants are reported to the Commission. 
Files should be submitted on IBM fonnat diskettes (3 1/2 II disk; double or high density.) 
The diskette label should list the name of the file ( s), and the name and address of the grantee. 
Files should be created in one of the following file fonnats: 
• dBaseill database files. This fonnat is created using dBaseill, dBaseill +, 
dBaseIV, Foxbase, or FoxPro software. The order of the fields, field names, field 
types, widths (and decimals) should confonn to the ftIe layout in this appendix. Field 
names are keyed to the actual fonn in the accompanying markup. The names of the 
file should be the name as shown on the attached ftIe layout. Be sure the file name 
has a .DBF extension. Write the name of the fIle(s) and the name and address of the 
grantee on the diskette label. 
• ACSII flXed-length record. This fonnat is sometimes called rectangular file 
fonnal. The order of the fields, start and end positions, and decimals should 
confonn with to attached fIle layout. Field names are keyed to the actual fonn in the 
accompanying markup. The names of the fIle should be the name as shown on the 
attached file layout. Be sure the fIle name has a .TXT extension. Write the name 
of the fIle(s) and the name and address of the grantee on the diskette label. 
• ASCII comma delimited. This fonnat separates fields with commas, and should 
enclose character fields with quotes ("). The order of the fields, field types, widths 
(and decimals) should confonn to the fIle layout in this appendix. Field names are 
keyed to the actual fonn in the accompanying markup. The names of the file should 
be the name as shown on the attached ftIe layout. Be sure the ftle name has a .DIM 
extension. Write the name of the ftIe(s) and the name and address of the grantee on 
the diskette label. 
Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B. ) 

When submitting the diskettes, be sure to enclose a completed EIS Transmittal Form, 
noting that the submission is on diskette. Grantees are encouraged to keep a copy of all files 
sent to Abt. 
If grantees have any questions, they may call Abt at 617/349-2506, from 9:00 am to 4:00 
pm, Eastern Time. 
Evaluation Information Systems Manual Commission on National and Community Service 
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FILE LAYOur FOR PARTICIPATION AND SERVICE REPORT, SUBTITLE Bl 
Narne for database format: B I P&S .DBF 
Name for ASCII fixed format: B I P&S .TXT 
Name for ASCII comma delimited format: BIP&S .DLM 
Field Field Name Type Width Decimal Column Stan Column End Field Description 
1 SUBGRANT Character 40 40 Subgrantee name 
2 SUBID Character 9 41 49 Subgrantee ID 
3 PROJNAM Character 20 50 69 Project name 
4 PCODE Character 4 70 73 Project code 
5 PERFRM Character 4 74 77 Period covered (start date) 
6 PERTO Character 4 78 81 Period covered (end date) 
7 COMPDT Character 6 82 87 Date completed 
8 NUMPART Numeric 4 88 91 Total participants 
9 NUMNEWP Numeric 4 92 95 New participants (this period) 
10 NUMEND Numeric 4 96 99 Participants ending (this period) 
11 NPARTVOL Numeric 4 100 103 Total non-participants volunteers 
12 BENEF Numeric 4 104 107 Number of beneficiaries 
13 AGE510 Numeric 4 108 111 Number of 5-10 year olds enrolled 
14 AGE1114 Numeric 4 112 115 Number of 11-14 year olds enrolled 
15 AGE1517 Numeric 4 116 119 Number of 15-17 year olds enrolled 
16 AGE18 Numeric 4 120 123 Number of 18 + year olds enrolled 
17 MALE Numeric 4 124 127 Number of men enrolled 
18 FEMALE Numeric 4 128 131 Number of women enrolled 
19 FILLER Character 1 132 132 BLANK FIELD 
20 WHITE Numeric 4 133 136 Number of White participants 
21 BLACK Numeric 4 137 140 Number of Black participants 
22 HISPAN Numeric 4 141 144 Number of Hispanic participants 
23 ASIAN Numeric 4 145 148 Number of Asian participants 
Evaluation Information Systems Manual Commission on National and Community Service 

July 1993 Serve-America Program, Subtitle B. I 

Field Field Name Type Width Decimal Column Starl Column End Field Description 
24 NATAMER Numeric 4 149 152 Number of Native American participants 
25 FILL4 Character 4 153 156 BLANK FIELD 
26 INSCH Numeric 4 157 160 Number of participants in school 
27 HSDROP Numeric 4 161 164 Number of high school dropouts 
28 HSGRAD Numeric 4 165 168 Number of high school graduates 
29 TEENPAR Numeric 4 169 172 Number of teen parents 
30 HOMELESS Numeric 4 173 176 Number of homeless 
31 ECONDIS Numeric 4 177 180 Number of economically disadvantaged 
32 EDUCDIS Numeric 4 181 184 Number of educationally disadvantaged 
33 ENDPROG Numeric 4 185 188 Number left, end of program 
34 ENRPRJ Numeric 4 189 192 Number left, enrolled in another project 
35 GRAD Numeric 4 193 196 Number left, graduated 
36 RETSCH Numeric 4 197 200 Number left, returned to school 
37 REMAIN Numeric 4 201 204 Number left, remained in school 
38 EMPMIUT Numeric 4 205 208 Number left, entered employment 
39 EXPEL Numeric 4 209 212 Number left, expelled 
40 QUITPERS Numeric 4 213 216 Number left, quit/personal 
41 SATISF Numeric 4 217 220 Number satisfactorily completed 
42 ACADCRD Numeric 4 221 224 Number received academic credit 
43 BLANK Character I 225 225 BLANK FIELD 
44 PEDHRS Numeric 5 226 231 Participant hours, Education 
45 PCIMPHRS Numeric 5 232 236 Participant hours, Community Improvement 
46 PHUMHRS Numeric 5 237 241 Participant hours, Human Service 
47 PCNSHRS Numeric 5 242 246 Participant hours, Conservation 
48 PPSHRS Numeric 5 247 251 Participant hours, Public Safety 
49 POSHRS Numeric 5 252 256 Participant hours, Other Service 
50 PCLSHRS Numeric 5 257 261 Participant hours, in classroom 
51 POTHHRS Numeric 5 262 266 Other participant hours 
52 PTOTHRS Numeric 6 267 272 Total participant hours 
53 NEDHRS Numeric 5 273 277 Non-participant hours, Education 
Evaluation Information Systems Manual Commission on National and Community Service 
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54 NCIMPHRS 
55 NHUMHRS 
56 NCNSHRS 
57 NPSHRS 
58 NOSHRS 
59 FILXX 
60 NTOTHRS 
Numeric 5 
Numeric 5 
Numeric 5 
Numeric 5 
Numeric 5 
Character 3 
Numeric 6 
278 
283 
288 
293 
298 
303 
306 
282 
287 
292 
297 
302 
305 
311 
Non-participant hours, Community Improvement 
Non-participant hours, Human Service 
Non-participant hours, Conservation 
Non-participant hours, Public Safety 
Non-participant hours, Other Service 
BLANK FIELD 
Total non-participant hours 
Evaluation Information Systems Manual Commission on National and Community Service 
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I HdH j~On thllSNIl , 
E\ plI ~':": S'phmbl..' r , 1995 
B.l. SERVE-AI\IERICA PROGRAM 

Participation and Service Report 

I. Identification 
Grantee: 
Subgrantee: 5UBC:rRAt-lT 
Project Name: r~03NPlIY\ 
Completed by (name-please print): 
50·691 
Subgrantee 10: I 
51J81 I> I I I I 
1·401 
I I I I 
I Slate: 
I 
-11 · -1 91 
Project Code: I I I I I Re'PErting Period Covered: Date Form Completed: PCDDE RFW'" 1,·77/ PE.R. Tl> 18·811 COMPDT 82 · 81 1 1 to 119 1\910·1)1 --­ - -­
Telephone Number: Fax Number: 
( ) - ( ) -
-
II. Participation 
PARTICIPATION SUMMARY 
Number, Year to Date 
Total Participants NLlmPM<T 
New Participants (This Period) NUMNEWP 
Number Ending Participation Num~ND 
Total Non-Participant Volunteers NPMTVOL 
Number of Beneficiaries (if 
known) 8ENEF­
PARTICIPANT CHARACTERISTICS 
Characteristic Number 
"
Age: ';;: 
-:-: i.< ','-, 
5 - 10 AfrtGIO 
II - 14 ACr£llIt 
15 - 17 PU"F1t;;1=f 
18 or older Aq~/~ 
Gender: ··.,::t.,: }:"., 
Male MItL-E 
Female FffY)ALE 
88· 9 11 
92·91/ 
96-99/ 
100· 10 )1 
10'·1011 
108·1111 
112·1111 
116·1191 
1~0 · 12) 1 
1:.a- 1:!1! 
1:~8·P I I c:.PUC,DIS 
STATIJS AT END OF PARTICIPAHON 
Reason Left: Number 
End of Program /Reached Maximum 
Time in Program t;NDPRoq 
Enrolled in Anolher Projeci fl'.,!?PR3 
Graduated CrRP-D 
Relurn to Schoolrrraining (oul-of­
school youth) RE..TSC.H 
Remained in School (2 ~ f'{1P1LN 
Enlered Employment/Mililary/ 
Community Service eMPM1..\....1- r 
Expelled/Suspended EXPEL. 
Quil/Left for Personal Reasons G\.S\.\f'E.R~ 
Outcome .<> ... .<,: 
Sati sfa clOry C ompletion SATISF 
Academi c Credil Recei ved ACAPC..~D 
181· 1881 
\3)· \361 189·19:1 
131-1401 I ~J · 1961 
1 91 · ~(l!.)1141 -IUi 
141· 14 81 
149· 1121 20 1·2041 
11)· 1161 205·:081 
'1lH':~ l '1l111· 160 
~13 ·2 1 61161·164 
161·168 
2 11·~201 
, 221 ·2'1 4/ 
11)· 1161 ::l/~ 
169·112 
111- \801 
181· 1841 
Ll~'R 
Pi/Kl' I Please romplete other side. ABT-B I-P&S·7!93 
- - - - -- -
Ill. Service Hours 
HOURS OF PARTICIPATION 
Hours - Non-Service 
Hours - Service Activities Acth,jties 
Program-
Related 
Community Human Conservation/ Public Other Classroom 
Education Improvement Service Environment Safety Service Hours Total HoursOther Hours 
fft:>I1~S ff'SH-~SPC.NsHR. SP~tv1~~S PC6I-tRS FC LSI1R<; PoTHft~SrTotal Participants PC! !'VI PHF.S PToTHRS 
267·2711 
Total Non-Participant 
Volunteers NEl>H~ Nc..tMPrlRS N~IJM+lRS I N(,NSH~ I NPSI-H~.S NOS\-\{6 NTaTH~5 
T73-ml 178-2ro 283-2871 288-2921 293-2971 291!-302J 306-3111 
IV. Notes and Comments 
USE THIS SECTION TO CLARIFY ANY COUNTS LISTED ABOVE. YOU MAY ALSO USE THIS SECTION TO DESCRmE OTHER CHARACTERISTICS OF PARTICIPANTS OR NON­
PARTICIPANT VOLUNTEERS WHICH CHARACTERIZE THE PROJECT. 
Pr inkd 1)(1 Rt! ~· y\.· Ic::d PHrt!r AI3T-B I-P&S-7/93 Pa~e 2 
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